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SECTI ON 1
| NTRODUCTI ON

1.1 PURPGCSE OF THI S DOCUMENT

The purpose of this User Manual is to provide users of the
Tennessee On-Line Purchasing System (TOPS) with a sinple,
useful reference tool to assist them in their use of the
system This manual should be used in conjunction with the
TOPS Data Entry Quide and TOPS training. This docunent is
meant to be practical in nature, that is, it is for
enpl oyees who are "hands on" users to assist them while
purchasing with TOPS. It is a reference docunent; as such
it is not intended to provide detailed instructions about
the purchasing function, nor to establish purchasing
policies or rules. TOPS inplenents policies and rules; TOPS
does not establish policies and rules.

1.2 TOPS SYSTEM ACTI VI TI ES

Two general categories of activities are provided by TOPS

These activities are on-line processing and batch
processing. The on-line processing is that activity used to
input and record data in the system via a data entry
termnal. Al data is inmediately edited at time of input
to ensure consistency of data and prevent corruption of
data in the databases. On-line data entry provides the
basis for information which can be processed through the
bat ch processing phase and retrieved in the form of reports
or other printed docunents.

1.3 ON- LI NE ORGANI ZATI ON OF TOPS

To understand TOPS, you nust first understand how it is
organi zed. Al data nust be entered into TOPS by the user
so that TOPS can perform its functions. Listed below are
t he dat abases categorized as to their basic purpose.

REFERENCE DATABASES PROCESS DATABASES
1. Basic Database 1. Requisition Database
2. Agency Dat abase 2. Solicitation Database
3. Comodity Dat abase 3. Order Database
4. Text Database 4. Contract Database
5. Vendor Dat abase 5. History Dat abase

6. Approval Database

Ref erence databases are the informational foundation of
TOPS. Information must be in the reference databases before
the process databases can function. The process databases
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use reference database information during the purchasing
processes.

1.4 BATCH PROCESSI NG | N TOPS

Tops uses several batch progranms to process the |arge
anounts of data associated with solicitation printing, bid
t abul ati on, award process, or der printing, contract
printing and notice of award printing. These batch prograns
operate on records at specific status codes. The status
codes are set by the buyers when the particular function is
desired. The batch programs do not execute unless records
exi st at the status code required by each program

1.5 SELECTI NG A TRANSACTI ON

Each transaction in TOPS is identified by a four character
code referred to as a TRAN ID. Each TRAN ID allows the user
to perform a particular function. Any TRAN ID can be
i nvoked from any other transaction by keying the TRAN ID in
the Function Line and pressing ENTER Once the TRAN ID has
been selected and the appropriate screen displayed, the
action to be taken nust be keyed in the Function Line.

1.6 FUNCTI ON LI NE FUNCTI ONS

Functions are keyed in the Function Line. To use the
followi ng functions, the user nust key the function in the
Function Line and press ENTER

FUNCTI ONS
1. ADD: This function will add a record to a database.
2. BACK: This function returns to the prior transaction.

3. CHANGE or CHG or C This function wll change an
exi sting record.

4. CLEAR. This function allows the wuser to clear the
current screen of all data except sensitive data and
prepares the screen for an ADD. It is a good practice
to al ways perform a CLEAR before an ADD.

5. DELETE or DEL or D: This function renoves a record(s)
di spl ayed on the screen fromthe data base.

6. END: This function takes the user out of TOPS. |f END
is used in conjunction with the PAUSE function, TOPS
will return the user to the transaction active at the
time the pause was invoked.
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7. CET: The GET function will search for the requested
record and indicate if the record is not found. The
GET function is also used to retrieve text.

8. INQU RE or INQ or |: This function allows the user to
| ocate record(s) in a database. It may also be used to
initiate a scan or browse of a database. If the record
is not found, TOPS wll return the next avail able
record in the database.

9. PAUSE: The way to use PAUSE is to key PAUSE foll owed
by a space and a TRAN ID. TOPS w Il renenber the
current transaction and take the user to the new TRANS
ID. To return to the original transaction, the user
must key END in the Function Line. Up to three PAUSEs
may be active at any tine.

10. TOP: This function takes the user to the TRAN ID at
t he beginning of profile for the current TRAN I D

11. UP: This function takes the user up one level in the
hi erarchy of transactions, i.e. the invoking nmenu.

12. AUTCSKIP: This is not a function that a wuser wll
input. It appears when TOPS has reached the end of a
record string displayed as columar data. It indicates
that TOPS will skip to the next transaction defined in
the profile for that transaction.

13. (blank): Leaving the Function Line blank for a given
transaction will cause TOPS to nove to the next record
in the database when ENTER is pressed. This is
referred to as "wal ki ng the dat abase".

14. TRAN ID: Keying the TRAN ID will cause TOPS to invoke
the transaction selected. The record displayed wll
depend on t he transacti on sel ect ed and t he
availability of that transaction's key from previous
transactions. If the key is not available TOPS wll
di splay the first record fromthe database.

1.7 LOGE NG ON
Logging on to TOPS consists of two phases. The first phase
consists of a set of procedures which allows access to the

mai nframe conputer. These procedures are as foll ows:

1. At the State sign on screen, key CICS or TEL1 and
press ENTER

2. At the RACF sign on screen, key your RACF USERI D and
PASSWORD and press ENTER
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3. At the blank screen, key TOPS and press ENTER

The second phase involves |ogging on to TOPS which consists
of keying the TOPS USERI D and TOPS PASSWORD. When phase one
of the log on procedure is conpleted, the TOPS banner
screen will appear. This is also TOPS Master Menu screen.
Each user will be assigned a four character TOPS USERI D and
a four character TOPS PASSWORD.

4. At the TOPS Master Menu screen, key your TOPS USERI D
and TOPS PASSWORD fol |l owi ng the pronpt USERI D

The cursor wll junp to the FUNCTION pronpt. |If the
Function Line is left blank and the user presses ENTER, the
bottom portion of the screen will fill with a nmessage or
news which nmay be inportant to TOPS users. To scroll down
the nessage(s) put 'D in the scroll action and press
ENTER. OQther scroll functions include 'U for up, 'B for
bottom and 'T" for top. 'D and 'U scroll down and up 1
page, respectively. 'T" and 'B° scroll to the top and
bottom of the body of text, respectively. The user nay key
a Master Menu item from the nenu on the screen or key the
desired TRANS ID. Wen the user presses ENTER the current
screen will be replaced with the selected nenu or with the
desired transaction. This conpletes the |ogon procedures
for TOPS.

1.8 LOGE NG OFF

To exit TOPS, nove the cursor to the Function Line of any

transaction, key END and press ENTER Sone users wll be
able to use the F3 key in lieu of keying END in the
function. If the wuser is in a PAUSE node, another
transaction wll appear. Repeat the above until all the

PAUSE nodes are cleared. Up to three PAUSEs can be active
at a tinme. Wien a blank screen appears, key OFF and press
ENTER. This will return you to the mainframe sign-on screen
or the Tel evi ew nenu.

1.9 SECURITY

Security in TOPS nmay be discussed from several viewpoints.
First, signing on to TOPS. Second, ability to use certain
screens. Third, ability to perform certain functions.
Fourth, ability to access records. Fifth, ability to change
certain data el enents. Each of these are discussed bel ow

1.9.1 SIGNING ON TO TOPS
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See this section for detailed instructions on how to sign
on and get started. In order to sign on to TOPS a user nust
have a valid USERI D and PASSWORD. USERI Ds and PASSWORDs are
mai ntained in the BAAT Table by the System Adm nistrator.
If the attenpted USERID and PASSWORD are not in the BAAT
Table, the user will not be allowed to be process past the
TOPS sign on screen.

1.9.2 ABILITY TO USE CERTAI N SCREENS

Before a user is allowed to access TOPS, entries nust be
made in the Security Table. This table defines the
transactions that a USERI D nay access.

1.9.3 ABILITY TO PERFORM CERTAI N FUNCTI ONS

The functions (add, change, inquire or delete) which a user
may performare identified in the STAB Table along with the
transacti ons.

1.9.4 ABILITY TO ACCESS RECORDS

During the purchasing process, it is inportant that the
person from one organi zation not be able to see or change

the purchasing docunments from another organization. In
order to acconplish this on those sensitive docunents, TOPS
requires an agency nunber against which access is

controlled. Requisition access is controlled using the
requi sitioning agency. Solicitation access is controlled
usi ng t he pur chasi ng agency. Cont ract mai nt enance
capability is controlled by the purchasing agency. Oder
access is controlled using the requisitioning agency.

1.9.4.1 AGENCY

The record access controls will limt one organization from
seeing or nmaintaining the purchasi ng docunents belonging to
anot her organi zation. Another organization is defined as
one that is inconpatible with the access agency codes in
the BAAT Table for that USERID. Access agency codes are
explained in Section 2.3.1, Access and Authorization
( BAAT) .

If an agency user has access to a requisition and the
requi sition status code is in the range of 100 - 199, the
agency user nmay change the requisition. Once the status
code noves into the 200 - 299 range, the agency may see the
requi sition but not change it.
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1.9.4.2 PURCHASI NG

There are two types of purchasing activities defined to
TOPS - central purchasing and departnental purchasing.
Central purchasing has access to ALL requisitions in TOPS
The departnental purchasing users have access only to those
requi sitions controlled by their access agency codes in the
BAAT Tabl e.

1.9.5 ABILITY TO CHANGE DATA ELEMENTS

In TOPS, maintenance of certain sensitive data elenments is
controlled through the use of an authorization code. This
code is held on the BAAT Table and when used, nust match
the USERID trying to use it.

1.10 ERROR CONDI Tl ONS

Edits have been developed in such a way as to nminimze the
entry of erroneous data. TOPS can identify as an error any
data which is obviously wong or which conflicts wth
exi sting data or procedures. Each transaction procedure is
capable of identifying data entry errors. Wen such an
error occurs, an error nessage is displayed at the bottom
of the screen. The last two display lines are reserved for
error nmessages or nessages which provide information to the
user. Up to three (3) error nessages may be displayed at

the bottom of the screen. TOPS wll not conplete a
transaction as long as errors exist. Wen errors have been
successfully corrected the system wll conplete the

transaction and display the nmessages "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LI NES ADDED’.

1.10.1 SINGLE RECORD ERROR PROCESSI NG

When the transaction in error is a single record (as is the
case wWith nost TOPS transactions), TOPS noves the cursor to
the first offending field. The user nust correct the error
and press ENTER agai n.

1.10.2 MILTI PLE RECORD ERROR PROCESSI NG

Some TOPS transactions process nore than one record on the
screen. When errors occur on these type transactions, there
will be a nunmber just to the left of the error mnmessage
nunber referring to the record that is in error. Typically
it will be 01, 02, 03 or 04. This tells the user which
record is in error. The user nust correct the error and
press ENTER agai n.
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SECTI ON 2
BAS|I C DATABASE

2.1 | NTRODUCTI ON

The "basic" database provides the system wth various
tables and counters that are used extensively throughout
the system These tables are all nmintained by the System
Adm ni strator.

2.2 PROCESSI NG OVERVI EW

The Basic database includes information used by other TOPS
processes. Though this information is not directly entered
as a part of the purchasing process, this information is
essential to the purchasing process. Access to TOPS and
records and authority to change certain data elenents are
controlled by the Access and Authority (BAAT) Table. Non-
wor ki ng days (weekends and holidays) are recorded in the
Holiday Table. This table is used to prevent key schedul e
dates from being scheduled on non-working days. Critical
counters and other data are maitained in the Installation
(BINS) Tabl e. Bid regions and delivery regions are
mai tained in the Region (BREG Table. The procurenent | ead
time necessary for processing purchasing docunents is
mai nt ai ned in t he St andar ds (BSTD) Tabl e. Code
interpretations are maintained in and retrieved from the
Tabl es (BTAB) Tabl e. Persons authorized to approve
pur chasi ng docunments are nmamintained in the Approvals (BAPV)
Tabl e.

2.3 PROCESSI NG DETAI L

Mai nt enance of the Basic database is restricted to the
System Admi nistrator. Access to the Basic database is also
restricted to the System Adm nistrator except for the
Tabl es (BTAB) Table. All wusers have inquiry access to the
Tabl es Tabl e.

2.3.1 MAINTAIN ACCESS AND AUTHORI ZATI ON ( BAAT)

This is the System Access Authority Table and access to it
is restricted to the System Adm nistrator and selected
alternates. The function of this table is to build a
USERI D(s) and restrict access to specific agency's records.
This table provides the System Admnistrator wth the
ability to control who will be able to ADD, CHANGE, DELETE
or I NQUI RE records.
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To enter a new record in BAAT, if the System Adm nistrator
is not currently viewing the BAAT transaction, key BAAT in
the Function Line and press ENTER Key CLEAR in the
Function Line and press ENTER The screen will refresh with
ADD in the Function Line. Use the TAB key to nove the
cursor to the following required fields and key the desired
dat a:

USERID: Key the desired USERID. (NOTE: The USERI D rmust
first be established in STAB.)

NAME: Key the user's nane.

AUTHORI TY CODE: Key the desired authority code which wl
be used to approve and authorize other actions.

ACGENCY: Key the agency for which this wuser should have
access. WIld cards are allowed. For exanple, 32****
will give access to all records for agencies beginning
with 32.

MAI NTAIN: Key 'Y for the user to maintain records; key 'N
for the wuser to only view records. The permtted
processing |level will default to ‘2.

The following fields are OPTIONAL for this transaction:
STARS USERI D: Key the user's STARS USERI D

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct any errors and
press ENTER If errors do not exist, TOPS will update the
dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

To change a record, key CHANGE in the Function Line, TAB to
the desired fields, key the changes and press ENTER

To delete a record, key INQURE in the Function Line, key
the desired record in the key field and press ENTER \When
the correct record is retrieved, key DELETE in the Function
Li ne and press ENTER.

To inquire a specific record, key INQURE in the Function
Line, key the desired record in the key field and press
ENTER.

2.3.2 MAINTAI N HOLI DAYS (BHQOL)
The Hol i day Tabl e (non-working days) provides the user with
ability to ADD, DELETE AND |INQU RE holiday records. This

3 - 12
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table is wutilized throughout the system to insure that
schedul ed dates and other inportant dates do not fall on
non-wor ki ng days. The non-working days nust be entered in
the Holiday Table as Julian days. This table is maintained
by the System Admi ni strator.

To enter a new record in BHOL, if the System Adm nistrator
is not currently viewing the BHOL transaction, key BHOL in
the Function Line and press ENTER Key CLEAR in the
Function Line and press ENTER The screen will refresh with
ADD in the Function Line. Use the TAB key to nove the
cursor to the follow ng

CALENDAR YEAR Key the cal endar year, e.g., 1989, 1990

NON- WORK  JULI AN DATE: Key the Julian date for the non-
wor ki ng day (weekends and hol i days).

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

Entries in the BHOL cannot be changed as such, to change
record it nust be del eted and added.

To delete a record, key INQURE in the Function Line, key
the desired record in the key field and press ENTER \When
the correct record is retrieved, key DELETE in the Function
Line and press ENTER \When del eting records, space out the
records you plan to save, otherwise they too wll be
del et ed.

To inquire a specific record, key INQURE in the Function
Line, key the desired record in the key field and press
ENTER.

To receive a report of the BHOL Tabl e, request report BB4A,
Hol i day Tabl e Li st.

2.3.3 MAINTAI N | NSTALLATI ON PARAMETERS ( BI NS)

This table is best described as the System Paraneter Tabl e.
It contains counters for the nunbering of Requisitions,

Solicitations, Contracts, Oders and the last Comodity
|t em nunber assigned. It also contains various G ace Period
dates and a Batch Indicator which tells the System
Adm ni strator whether or not the nightly cycle from the
previ ous night ran successfully. Addi tionally, Bl NS
contains the encunbrance flag and encunbrance effective
date indicators for Agency Term Contracts, Professiona

3 - 13
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Services Contracts and DPA from Bid Contracts for the
contract encunbrance process. The screen is accessed only
by the System Admi ni strator.

2.3.4 NMNAINTAIN BATCH STATUS ( BI N2)

This table contains the sane information as the BINS Tabl e.
However, the System Adm nistrator can access the |ast batch
successful field in BIN2. If the nightly cycle did not run

conpletely the last batch successful indicator will be "I’
for initiated. If the nightly cycle conpletes successfully,
this indicator will be 'C for conplete; however, if it is

desired the user can manually change this indicator from
"I to '"C. This table has inquire and change capability.
Due to the type of table that BIN2 is it is required that
the full comand is keyed in the Function Line (i.e.
I nquire, Change). If the first letter of these commands is
used (I, C in the Function Line, the nmessage "CRT |ID NOT
DEFI NED' will be displayed. The screen is accessed only by
t he System Adm ni strator.

2.3.5 MAINTAIN REG ONS ( BREG

Regions are wused to identify geographic bid areas and
delivery areas. A region consists of a group of counties.
The purchasing office nay conbine counties into a region to
restrict bidding or delivery.

The Regi on Table provides the user with the ability to ADD,
DELETE and INQU RE regions for the system to utilize in
processing. These regions are made up of counties which
must first have been entered into the BTAB Table Type CC.
Additionally, the region has to be defined in the BTAB
Tabl e Type GC.

To enter a region BREG if the wuser is not currently
viewi ng the BREG transaction, key BREG in the Function Line
and press ENTER Key CLEAR in the Function Line and press
ENTER. The screen wll refresh with ADD in the Function
Line. Use the TAB key to nove the cursor to the follow ng
required fields and key the desired data:

REG ON CODE: Key the desired region code. Mist begin with
'R e.g., R, R2, etc.

COUNTY CODE: Key the county or region codes which make up
this region.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the

3 - 14
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bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

To change a record, key CHANGE in the Function Line, TAB to
the desired fields, key the changes and press ENTER

To inquire a specific record, key INQURE in the Function
Line, key the desired record in the key field and press
ENTER.

2.3.6 | NQU RING REG ON (BRGQ)

The Region by County Code Table provides the user with the
ability to inquire all regions to which a county is
assi gnhed.

2.3.7 MAINTAI N PROCUREMENT LEADTI ME STANDARDS ( BSTD)

The Standards Table provides the user with the ability to
ADD, CHANGE, DELETE and | NQUI RE Standards Table records.
The standards that nake up this table are derived from past
experience of the purchasing organization. This table is
used to schedule requisitions and solicitations. The nunber
of days for each mlestone nust be progressive (i.e., 003,
006, 007, 010; not 003, 002, 006, 007, 005). It should be
stressed that this table wll be dynamc at first and
should receive periodic reviews by nanagenent personnel.
Caution should be exercised as to who has access to this
tabl e.

To add entries to the standards table, if the System
Adm ni strat or i's not currently Vi ew ng t he BSTD
transaction, key BSTD in the Function Line and press ENTER

Key CLEAR in the Function Line and press ENTER The screen
will refresh with ADD in the Function Line. Use the TAB key
to nove the cursor to the following required fields and key
t he desired data:

DOCUMENT TYPE: Key desired docunent type (requisition or
solicitation type).

NATURE OF PURCHASE: Key desired nature of purchase (Cl, C2,
C3, etc.).

DAYS TO PURCHASI NG Key nunber of days to get requisition
t o purchasing.

REQUEST FUNDS: Key nunber of days to request funds.
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ASSI GN BUYER: Key nunber of days to assign buyer.

ASSI GN  SOLI CI TATI ON: Key nunber  of days to assign
solicitation.

| SSUE SOLI Cl TATI ON: Key  nunber of days to issue
solicitation.

OPEN SOLI Cl TATI ON: Key nunber of days to open solicitation.
BEG N EVALUATI ON: Key nunber of days to begin eval uati on.

AVWARD DOCUMENT: Key nunber of days to award docunent.

DI STRI BUTE DOCUMENT: Key nunber of days to distribute
docunent .

| SSUE NOA: Key nunber of days to issue notice of award.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

To change a date in the BSTD Table, key CHANGE in the
Function Line, TAB to the desired field, key the change
press ENTER

To delete a record, key INQURE in the Function Line, key
the desired record in the key field and press ENTER \When
the correct record is retrieved, key DELETE in the Function
Li ne and press ENTER.

To inquire a specific record, key INQURE in the Function
Line, key the desired record in the key field and press
ENTER.

To receive a report of the BSTD Tabl e, request report BB2A,
St andar ds Report.

2.3.8 MAINTAIN TABLE VALUES ( BTAB)

The purpose of the BTAB Table is twofold: it is used to
interpret all codes on the screens and it is wused to
control which codes nmay be entered by the user. If a code 1
or Bis entered, BTAB will interpret that code and display
the appropriate description. If a status code is not
supposed to be entered by the user, TOPS checks a control
tabl e and disall ows the status code.

The Tables Table provides the user with the capability to
ADD, CHANGE, DELETE and I NQUI RE Tabl e records.
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Mai ntainability of the table is restricted to the System
Adm nistrator with INQU RE capability given as desired by
managenment personnel .

To add entries to the BTAB Table, if the System
Adm ni strat or i's not currently Vi ew ng t he BTAB
transaction, key BTAB in the Function Line and press ENTER

Key CLEAR in the Function Line and press ENTER The screen
will refresh with ADD in the Function Line. Use the TAB key
to nove the cursor to the following required fields and key
t he desired data:

TYPE TABLE: Key the desired table type (see BTAB Table TT
for a conplete list of tables).

TABLE ENTRY: Key up to six (6) characters for the table
entry. This is a code used in TOPS.

TITLE: Key up to thirty (30) characters of interpretation
for the code entered above.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

To change the description of a code in the BTAB Table, key
CHANGE in the Function Line, TAB to the desired field, key
the change and press ENTER The codes cannot be changed;
t hey nust be deleted and added. Only the description can be
changed.

To delete a record, key INQURE in the Function Line, key
the desired record in the key field and press ENTER \When
the correct record is retrieved, key DELETE in the Function
Line and press ENTER \When deleting entries, space out the
entries you plan to save, otherwise they too wll be
del et ed.

To inquire on a specific record, key INQURE in the
Function Line, key the desired record in the key field and
press ENTER

To receive a report of the BTAB Tabl e, request report BBILA,
Validation Table Listing by Table Nane, BB1B, Validation
Tabl e Listing and BB1C, Tables Tabl e Listing.

2.3.9 MAINTAI N APPROVALS ( BAPV)
The Approvals Table provides the user with the capability

to ADD, CHANGE, DELETE and | NQUI RE Approval records. There
are several approvals required in the purchasing process.

3 - 7
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The persons authorized to approve purchasing docunents nust

be entered in the Approvals Table. Under certain
conditions, these persons are automatically included as
approvers for i ndi vi dual pur chasi ng docunents. These

persons may also be nmanually added as approvers for
pur chasi ng docunents.

Approval categories may be used to sub-divide the approva
types. For exanple, an approval category nmay be used to
segnent the approvals into Approvals for Conputer Equi pment
Pur chases versus Approvals for Autonobile Purchases.

Approval s may be sequenced so that the approvals nust be
obtained in a pre-determ ned sequence or all approvals of a
given type nmay be approved sinmultaneously. Mintenance of
the BAPV Table is restricted to the System Adm ni strator.

To add approvals, if the user is not currently viewng the
BAPV transaction, key BAPV in the Function Line and press
ENTER Key CLEAR in the Function Line and press ENTER The
screen will refresh with ADD in the Function Line. Use the
TAB key to nove the cursor to the following required fields
and key the desired data:

TYPE APPROVAL: Must be in the BTAB Table type | A
APPROVAL AGENCY: Must be valid in AGCY Tabl e.

APPROVAL USER ID: Mist be valid in BAAT Table wth
Mai nt enance Authority.

STATUS: Zero (0) on ADD. Must exist in BTAB Table Type IS.

AUTHORI ZATI ON: Must be valid in BAAT for Function Line User
| D.

MAI NTAI NI NG AGENCY: Must be valid in AGCY Tabl e.
The following fields are OPTIONAL for this table:
APPROVAL CATEGORY: Must exist in BTAB Table Type CG.

APPROVAL SEQUENCE: WII default to zeros (00) unless
approvals are to be approved in a certain sequence. |If
approvals are to be approved in a certain sequence
then build the BAPV accordingly. For exanple, an
agency requires three (3) approvals and the approvers
are M. Jones, M. Smth and Ms. Doe in that
sequence. You should build the BAPV records as
follows: M. Jones as approval sequence 01, M. Snith
as approval sequence 02, and Ms. Doe as approval
sequence 03. In other words, M. Smth and Ms. Doe
cannot approve until M. Jones has approved and Ms.
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Doe cannot approve until M. Jones and M. Smth have
approved.

APPROVAL NAME: WII| be translated by TOPS for the approver
USERI D.

ALTERNATE 1 USERID: Mist be valid in BAAT Table wth
mai nt enance aut hority.

ALT'S 1 NAME: WII be translated by TOPS for the Alternate
1 USERI D.

ALTERNATE 2 USERID: Mist be valid in BAAT Table wth
mai nt enance aut hority.

ALT'S 2 NAME: WIIl be translated in TOPS for the Alternate
2 USERI D.

ALTERNATE 3 USERID: Mist be valid in BAAT Table wth
mai nt enance aut hority.

ALT'S 3 NAME: WII be translated by TOPS for the Alternate
3 USERI D.

After all appropriate fields are conpleted to your
satisfaction, press ENTER for the system to capture this
data. The system will display "SC08 TRANSACTI ON SUCCESSFUL"
and "L0O30 ALL LINES ADDED’ at the bottom of the screen and
place CHANGE in the Function Line. At this point, TAB to
STATUS CODE and insert a one (1) in place of the zero (0)
and press ENTER The system wll again display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen.

The BAPV Table nmay be changed by wusing the BAPV
transaction. All data elenents may be changed except the
keys to the table.

To inquire on the BAPV Table, use the BAPI transaction.
This transaction will show all approvers, for an approval
category, wthin an approval type, wthin an approval
agency.

For nore details on approvals, see Section 29: APPROVAL
PROCESSI NG.

2.3.10 MAI NTAI N MESSAGE TEXT KEY ( BTXT)

Only one (1) nmessage text key is required for nessage to be
di splayed on the sign-on screen. This text Kkey nmust be
determ ned and exist in BTXT before nessage text can be
entered in BTLN.



TOPS USER MANUAL REVI SED 05/ 01
SECTI ON 2: Basi c Dat abase

2.3.11 NAINTAIN MESSACE (NEWS) TEXT LI NES (BTLN)

Message text lines are added after the nessage text key is
created by BTXT. The fornmat of the text is deternined by
the System Administrator. The format which is used is the
format that will display on the sign-on screen. The only
restriction regarding format is that the text is limted to
seventy (70) characters in width. See SECTION 30: TEXT
PROCESSI NG for instructions on howto utilize this screen.
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SECTI ON 3
AGENCY DATABASE

3.1 | NTRODUCTI ON

The primary purpose of the Agency database is to provide
TOPS with an "address file" that elimnates the need to
retype addr esses for each pur chasi ng transacti on.
Addi tionally, once the agencies have been established, the
nightly cycle updates agency purchasing history for each
agency. This information 1is available through screen
inquiry and through reports. Additional information is
avai l abl e t hrough ad hoc reporting for unique requirenents.

3.2 PROCESSI NG OVERVI EW

Prior to entering agencies into the system several steps
shoul d be taken. First, identify each agency and all of its
addresses. Second, determne an agency nunbering system
should one not exist. Normally, the organization structure
used by accounting is a good nethod. Third, do not place
any hierarchical inportance to this nunbering system

Fourth, determ ne who within these agencies will serve as a
buyer/user of the system

TOPS provides nmany options that are relative to Agency
Dat abase. Sone of them are:

Each agency nust have a delivery location address (AADR
record) which is identified by a sub-agency nunber and
address. The delivery location address is entered once and
each time a docunent prints for the agency delivery
| ocati ons (sub-agency nunber) that address will print.

Each agency delivery location (sub-agency nunber and
address) may have a Special Delivery Text (ASDT record)
that has to appear on each solicitation, contract and

or der. This can be entered once and each tinme a
solicitation, contract or order prints for that agency
delivery location, that text will automatically print.

Addi tionally, each Agency m ght have a requisition approval
process that has to be satisfied prior to the requisition
nmoving to Central Purchasing. Once these approval steps are
built on BAPV, the system will automatically add them to
the requisition.

3.3 PROCESSI NG DETAI L
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Following are the detail processes for mai nt ai ni ng
agenci es, agency delivery locations, special delivery text
and agency groups.

3.3.1 MAINTAI N AGENCY HEADER ( AGCY)

Agency header information nust be keyed into the Agency
Header Table using transaction AGCY. These agency records
may be based upon the physical |ocation of the buildings or
sites, the organizational entities, financial structure or
sonme other arrangenent. There are sonme itens to consider
when selecting a technique to code agencies. Sone are
listed bel ow

If at all possible, use a coding structure that s
recogni zable by nost people. This wll mninmze the
training and start up effort. By the sanme token, use a code
that is commbn across nost organi zation el enents.

Sel ect a code that mnimzes change and inpact on existing
systens. Choose a code that will facilitate interfaces with
accounting and other systens with which the purchasing
system nust interface.

To add an agency to Agency database, if the user is not
currently viewing the AGCY transaction, key AGCY in the
Function Line and press ENTER Key CLEAR in the Function
Line and press ENTER The screen will refresh with ADD in
the Function Line. Use the TAB key to nover the cursor to
the followng required fields and key the desired data:

AGENCY NUMBER Must be unique to the systemand limted to
six (6) characters.

AGENCY NAME: No longer than thirty five (35) characters.
SHORT NAME: An abbrevi ated Agency Nane.
STATUS CODE: Must be 0 (zero) on ADD.

CONTACT PERSON: Person to be contacted for purchasing
matters.

CONTACT PHONE: Area Code + seven (7) digits + four (4)
digit extension (optional).

AGENCY TYPE: Must exist in BTAB Type Tabl e AT.
The following fields are OPTIONAL for this table:

SUBDIV REG DATE: Required if agency is a political
subdi vi si on.

SUBDIV FISCAL YEAR Required if agency is a political
subdi vi si on.
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REPORTS TO AGENCY: Denot e next higher organi zational |evel.
APPROVAL LEVELS: Not required.
PRI NTER ROUTE CODE: Logical address of |ocal printer.

After all appropriate fields are entered, press ENTER for
the system to update the database. The system will display
" SC08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED’ at
the bottom of the screen and place CHANGE in the Function
Li ne.

To activate the agency record, if the user is not view ng
the AGCY transaction, key AGCY in the Function Line and
press ENTER. Key INQURE in the Function Line and the
desired agency nunber in the agency nunber field and press
ENTER. Key CHANGE in the Function Line, TAB to the status
code field and key 1. Wwen all fields have been entered
correctly, press ENTER If errors exist, TOPS will display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.

3.3.2 MAINTAI N SUB- AGENCY ( AADR)

This transaction is wused to create ship-to, bill-to,
adm nistrative and purchasing |location addresses for an
agency. The follow ng codes should be used for entering the
vari ous addresses:

S: For ship-to addresses (where the vendor ships the itens
ordered).

B: For bill-to addresses (where the vendor sends the
i nvoi ce).

A001: For administrative address for the agency. Need only
one for the agency.

PO01: For the purchasing office within the agency. This
address w | be the official address for the
purchasing office and will be where the bids will be
returned, etc.

To add a sub-agency, if the user is not currently view ng
the AADR transaction, key AADR in the Function Line and
press ENTER. Key CLEAR in the Function Line and press
ENTER. The screen wll refresh with ADD in the Function
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Line. Use the TAB key to nove the cursor to the follow ng
required fields and key the desired data:

AGENCY NUMBER: Must be active in AGCY Tabl e.

SUB- AGENCY NUMBER: Any unique six (6) characters, see
par agraph 3. 3.2 above for nunbering routine.

SUB- AGENCY NAME: Up to thirty five (35) characters.
STATUS CODE: Must be zero (0) on an ADD

CONTACT PERSON: Person at this location to contact for
purchasing matters.

CONTACT PHONE: Area Code + seven (7) digits + four (4)
digit extension (optional).

ADDRESS LINE 1: Up to twenty five (25) characters.

CITY: Self explanatory.

STATE: Must exist in BTAB Table Type ST.

ZIP CODE: Five (5) digits + four (4) digits (optional).
COUNTY CODE: Must exist in BTAB Table Type CC.

The following fields are OPTIONAL for this table:

DIVISION NAME: Up to thirty five (35) characters.

OFFICE NAME: Up to thirty five (35) characters.

SHORT NAME: An abbrevi at ed sub-agency nane.

CONTACT POCSITION: Up to thirty five (35) characters.

ADDRESS LINE 2: Up to twenty five (25) characters.

After all appropriate fields are entered, press ENTER for
the system to capture this data. The system will display
" SC08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED’ at
the bottom of the screen and place CHANGE in the Function
Li ne.

To activate the sub-agency, if the user is not view ng the
AADR transaction, key AADR in the Function Line and press
ENTER. Key INQURE in the Function Line and the desired
agency and sub-agency nunber in the agency and sub-agency
nunber fields and press ENTER. Key CHANGE in the Function
Line, TAB to the status code field and key 1. Wen all

fields have been entered correctly, press ENTER If errors
exist, TOPS will display error nessages at the bottom of
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the screen. The user nust correct the entered data and
press ENTER If errors do not exist, TOPS will update the
dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

3.3.3 MAINTAIN SPECI AL DELI VERY TEXT ( ASDT)

Cccasionally, a delivery location (ship-to sub-agency)

~Z

[
requi re special delivery instructions or directions to the
delivery site. The Special Delivery Text Table (ASDT) is
where this type text will be held. Text in this table is

forty (40) characters in length and may be formatted in any
mat t er desired by the  user. This text prints on
solicitations, orders and contracts which use this ship-to
agency. To ADD special delivery text, follow the detailed
st eps.

This text table, like all other text tables, utilizes a
Function Line. An in-depth text "howto" 1is covered in
Section 30, Text Processing. The following fields are
REQUI RED entries for this table:

AGENCY NUMBER: Must be active in AGCY Tabl e.

SUB- AGENCY NUMBER: Must be active in AADR Tabl e.

SCROLL ACTION: See Section 30 for valid scroll codes.

When all special delivery text is recorded, press ENTER for

the system to capture this data. The system will display
"ALL LI NES CHANGED' at the bottom of the screen.

3.3.3.1 | NSERTI NG AND DELETI NG AGENCY SPECI AL DELI VERY
TEXT (ASD2)

The process for inserting and deleting text is like all
other text tables. An in-depth "howto" process of
inserting and deleting text is explained in Section 30,
Text Processing. The following fields are REQU RED entries
for this table:

AGENCY NUMBER: Must exist in the ASDT Tabl e.

SUB- AGENCY NUMBER: Must exist in the ASDT Tabl e.

SCROLL ACTION: See Section 30 for valid scroll actions.

3.3.4 MAI NTAI N BUYER CODES ( ABUY)
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Each buyer and buyer supervisor is assigned to a purchasing
of fice and the purchasing office nust be in the AGCY Tabl e.

To add a buyer to the ABUY Table, if the user is not
currently viewing the ABUY transaction, key ABUY in the
Function Line and press ENTER Key CLEAR in the ABUY
Function Line and press ENTER The screen will refresh with
ADD in the Function Line. Use the TAB key to nove the
cursor to the following required fields and key the desired
dat a:

AGENCY NUMBER: Must be active in the AGCY Tabl e.
AGENCY BUYER CODE: Any uni que three (3) characters.

BUYER NAME: Up to thirty five (35) characters.
STATUS CODE: Must be zero (0) on ADD.

BUYI NG UNI T: Must exist in BTAB Table Type AB.
The following fields are OPTIONAL for this table:

COMVERCI AL PHONE: Area Code + seven (7) digits + four (4)
digit extension (optional).

BUYER SUPERVI SOR: Three (3) digit code for Buyer
Supervisor. Mist be previously entered and active in
ABUY Tabl e.

UNI T SUPERVI SOR: Three (3) digit code for Unit Supervisor.
Must be previously entered and active in ABUY.

STATE PHONE: Area Code + seven (7) digits + four (4) digit
extension (optional).

SOL APPRVL LIMT: Highest dollar value solicitation buyer

can approve. Systemw |l use as an edit if entered.
AWARD APPRVL LIMT: Highest dollar value award buyer can
approve. Systemw ||l use as an edit if entered.
AMENDMVENT LIMT: Highest solicitation anmendment buyer can
approve. Systemw ||l use as an edit if entered.
CHANGE LIMT: Hi ghest purchase order change buyer can
approve. Systemw ||l use as an edit if entered.
After all appropriate fields are conpleted to your

satisfaction, press ENTER for the system to capture this
data. The system will display "SC08 TRANSACTI ON SUCCESSFUL"
and "L0O30 ALL LINES ADDED’ at the bottom of the screen and
place CHANGE in the Function Line. At this point, TAB to
STATUS CODE and insert a one (1) in place of the zero (0)
and press ENTER The system wll again display "SC08
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TRANSACTI ON SUCCESSFUL" and "LO30 ALL LINES ADDED’ at the
bottom of the screen.

3.3.5 ACENCY APPROVALS ( BAPV)

Based upon the position of the agency in the organization
structure, there may be certain persons or offices which
must first approve a requisition before it is sent to
Central Purchasing. The standard approval steps for an
agency are held in the Basic Approval Table (BAPV). Any
nunber of approval steps may be added for an agency. An
approval record is added by using the BAPV transacti on.

3.3.6 MAI NTAI N AGENCY APPROVALS ( BAPV)

Follow the instructions in sub-section 2.3.9 to mintain
t he BAPV Tabl e.

3.3.7 OTHER PROCESSI NG

Listed below are all other associated Agency Inquiry
screens and a brief description of each. Different
responsibility levels will find nunerous usage for these

screens. They are:

AGENCY ORDER DETAI L ( ADET)

Provides the user with the ability to |INQURE agency's
purchase data by Agency Nunber, Fiscal Year and Oder
Nurber .

AGENCY BY AGENCY NAME (AGNM

Provides the user the ability to I NQU RE Agency Numbers by
Agency Nane. By noving the cursor to a desired nanme and
pressing ENTER, the system will leaf to the correspondi ng
AGCY record for detail.

AGENCY GROUP BY AGENCY NUMBER (AGRI)
Provides the user with the ability to I NQU RE Agency G oups
by Agency/ Sub- Agency Nunber.

AGENCY GROUP ( AGRP)

Provides the user with the ability to ADD, DELETE and
| NQUI RE AGRP Tabl e records. The group nunber nust first be
defined in BTAB Table Type AG The grouping of agencies
provide a mnmethod of identifying a group of agencies
aut hori zed to use a contract.
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AGENCY PURCHASE HI STORY BY COMMODI TY CODE ( AHST)
Provides the user with the ability to INQJRE the dollar
anounts purchased by commodity for an Agency for the
current Fiscal Year and the Previous Fiscal Year.

NOTI CE OF AWARDS BY AGENCY NUMBER ( ANQA)

Provides the user with the ability to ADD, DELETE and
| NQUI RE ANOA Table records. These records are created to
identify the nunber of copies of a Notice of Award (NOA)
that a Statewide Contract and Agency/ Sub-Agency will
require.

NOTI CE OF AWARDS BY STATEW DE CONTRACT NUMBER ( ANOB)
Provides the user with the ability to inquire Statew de
Contract nunmbers (SWC) to determ ne which Agency/ Sub- Agency
will receive the Notice of Award (NOA).

SUB- AGENCY BY SUB- AGENCY NAME ( ASNM)

Provides the user with the ability to |NQU RE Sub-Agency
nunber by Sub-Agency nane. By placing the cursor on a
desired record and pressing ENTER, the system will leaf to
t hat AADR record for detail.

AGENCY SUMMARY PURCHASE HI STORY ( ASUM

Provides the user with the ability to INQU RE summary data
on purchases made for the Agency.

3.3.8 REPORTS

TOPS offers the follow ng managenent reports. Besides these
managenment reports, the data can be extracted for ad hoc
reports.

ALPHABETI C LI STI NG - AGENCY MASTER ( BAQA)
NUMERI C BY AGENCY NUMBER - AGENCY MASTER ( BAOB)

ALPHA LI STI NG OF NON- STATE ACGENCI ES - AGENCY MASTER ( BAOC)
MASTER BUYER LI STI NG ( BA1A)
PURCHASE DETAI L BY AGENCY/ SUB- AGENCY ( BA2A)

DOLLAR AMOUNT OF PURCHASI NG AGENCY OUTPUT BY METHOD OF
PROCUREMENT ( BA3A) .
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SECTI ON 4
COMCDI TY DATABASE

4.1 | NTRODUCTI ON

The purpose in establishing and naintaining conmodity
information is to provide uniform comobdity descriptions
readily available to support the purchasing process. These
descriptions provide a nethod of ordering for the agencies
which will elimnate the need to restate the description
for every purchase.

4.2 PROCESS OVERVI EW

The first step is to identify the item of supply or service
based upon the commodity coding structure of Cass (XXX
and Sub-Class (XX). The Cdass and Sub-C ass provides the
structure in the conmmpdity database so that actions such as
reporting may be easily acconplished for groups of itens.
After the logical structure has been determ ned and entered

into the comvpdity database, the detail itens (
shoul d be added to the conmodity database. Upon conpletion
of this process, the commodity database will contain detai

item nunbers of the follow ng structure XXX- XX- XXXXXX.

4.3 PROCESSI NG DETAI L

Commodity records are added and naintained in the Commodity
Header Table using the transaction ID COM2. Users assigned
to the maintaining agency on the conmmopdity header are the
only persons allowed to muintain the comobdity record
i ncl udi ng header, description and unit of measure. If the
comuodity requires an appr oval from a parti cul ar
organi zation prior to purchase, that approval is indicated
by the Approval Category on the Commodity Header. This
category nust be a valid entry in the BTAB Table Type CG A
Commodity Header record at any level cannot be activated
until at least one line of description has been entered
Once a comodity header is activated, it may not be
physically deleted fromthe database. It may be inactivated
and | ater purged. A Cass level record must exist before a
Sub-C ass record in the sane C ass can be added and a Sub-
Class record nust exist before an item record can be added
to the Sub-C ass. Keeping the above in mnd, the processing
is the sane for all three |evels.

4.3.1 NMNAINTAIN COWODI TY HEADER ( COMR)
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To add a commodity code, if the user is not currently
viewi ng the COW transaction, key COW in the Function Line
and press ENTER Key CLEAR in the Function Line and press
ENTER. The screen wll refresh with ADD in the Function
Line. Use the TAB key to nove the cursor to the follow ng
required fields and key the desired data:

COMMODI TY NUMBER: User nust key O ass and Sub-Cd ass. System
assigns item

ADDING | TEM Must be "Y' or 'N.

AUTHORI TY CODE: Valid Authority Code in BAAT for sign on
USERI D.

STATUS CODE: Must be zero (0) on an ADD.

COMMODI TY TYPE: Must exist in BTAB Table Type CT.

BUYER CODE: Must be active in ABUY Tabl e.

MAI NTAI NI NG AGENCY: Must be active in AGCY Tabl e.

The following fields are OPTIONAL for this table:

| NSPECTOR: Must be active in ABUY Tabl e.

TEXT REFERENCE 1: Must be active in TEXT Tabl e.

STATE USE I TEM Must be 'Y or 'N . Defaults to 'N on ADD.
TEXT REFERENCE 2: Miust be active in TEXT Tabl e.

HNDCP PRCDUCED | TEM Must be 'Y' or "N . Defaults to 'N on
ADD.

PRE- QUALIFIED I TEM Mist be 'Y or "N . Defaults to 'N on
ADD.

HAZARDOUS | TEM Must be 'Y' or 'N . Defaults to 'N on ADD.
STOCKED | TEM Must be 'Y or "N . Defaults to 'N on ADD.

SPEC HNDLG ITEM Mist be 'Y or 'N. Defaults to "N on
ADD.

SURPLUS ITEM IND: Must by 'Y or "N . Defaults to "N on
ADD.

APPROVAL CATEGORY: Must be valid entry in BTAB Table Type
CG

FI XED ASSET: Must be "Y' or 'N . Defaults to 'N on ADD.
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After all appropriate fields are conpleted, press ENTER for
the system to capture this data. The system will display
" SC08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED’ at
the bottom of the screen and place CHANGE in the Function
Line. At this point, type CSPC in place of CHANGE in the
Function Line and press ENTER

4.3.2 NMNAINTAIN COMWODI TY DESCRI PTI ON ( CSPC)

The Commodity Description Table (CSPC) is utilized to ADD
descriptions after the Comodity Nunber has been built on
the COW2 screen. This comopdity text area is used for
sever al di fferent functi ons. These functions are
exenplified by different categories of text types. These
functions and categories are expl ai ned bel ow

1. Text Type A - dass Level Description provides the
ability to record and maintain Cl ass Descriptions for
each Class Commodity Code. These are short narrative
descriptions used to identify the structure of the
Class and will print on reports.

2. Text Type B - Sub-C ass Level Description provides the
ability to record and nmaintain Sub-C ass descriptions
for each Sub-C ass Commobdity Code. These are expanded
over the class record to further identify the Sub-

Class and wll print on Solicitations, Oders and
Contracts.
3. Text Type C - |Item Level Description provides the

ability to record and maintain an item description for
each Item Level Commodity Code. This description is
expanded over the Sub-Class level and will print on
Solicitations, Orders and Contracts.

4. Text Type D - Extended Item Level Description provides
the ability to record and nmaintain an extended
description for each Item Level Commodity Code. This
is generally a conprehensive description witten in

sufficient detail for vendor to accurately identify
the item desired and respond to a solicitation for
item desired and will print on the Solicitation, but

not on the award docunent.

5. Text Type E - Packaging Requirenents provides the
ability to record and nmi ntain packaging requirenents
for each Item Level Conmodity Code.

6. Text Type F - Buyer Notes provides the ability for the
buyer to record notes about an itemor service.

7. Text Type G Z provides the ability to include other
| evel s of user defined text for each item
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This table and all other text tables within the system all
function in the sanme manner. Please see Section 30, Text
Processing, for details on using text tables. The foll ow ng
fields are REQUI RED entries for this table:

COWDDI TY NUMBER: Must exist in COWR Tabl e.

COPY DESCRI PTION: Options are 'Y or '"N.

FROM COVWM NUMBER: Commodity Nunber being copied from
SCROLL ACTI ON: See Section 30 for valid scroll codes.
TYPE: See above listing of Text Types in this paragraph.
TEXT: Free form

When all comodity description text is recorded to your
satisfaction, press ENTER for the system to update the
dat abase. The system will display "ALL LINES CHANGED' at
the bottom of the screen. At this point, insert COVM in the
Function Line and press ENTER

4.3.3 ACTI VATE COWODI TY NUMBER

To activate the commodity code, if the user is not viewng
the COWMR transaction, key COM2 in the Function Line and
press ENTER. Key INQURE in the Function Line and the
desired comodity code in the comodity code field and
press ENTER. Key CHANGE in the Function Line, TAB to the
status code field and key '1'. Wen all fields have been
entered correctly, press ENTER If errors exist, TOPS wll

di splay error nessages at the bottom of the screen. The
user must correct the entered data and press ENTER |f
errors do not exist, TOPS wll wupdate the database and
di splay "SC08 TRANSACTI ON SUCCESSFUL" and "LO30 ALL LINES
ADDED’ at the bottom of the screen and place CHANGE in the
Functi on Line.

4.3.4 MAINTAIN COMODI TY UNIT OF MEASURE ( CUOM

A Commodity Sub-Class or Item may be purchased in various
units of neasure. The Conmodity Unit of Measure Table is
designed to accommpdate nultiple units of measure for each
commodity header. Units of rmeasure are added using
transaction ID CUOM The unit of neasure added nust first
be a valid entry in BTAB Table Type UM

To add a comodity unit of neasure, if the user is not
currently viewing the CUOM transaction, key CUOM in the
Function Line and press ENTER Key CLEAR in the Function
Line and press ENTER The screen will refresh with ADD in
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the Function Line. Use the TAB key to nove the cursor to
the followng required fields and key the desired data:

COMMODI TY NUMBER: Must exist in COW Tabl e.
UNI T OF MEASURE: Mist exist in BTAB Table Type UM

After all appropriate fields are conpleted to your
satisfaction, press ENTER for the system to update the
dat abase. The system will di splay "SC08 TRANSACTI ON

SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen. This concludes the ADDING a commodity process. The
next process to be discussed within the Commodity database
is registering vendors to a Cormodity Nunber.

4.3.5 MAINTAI N SUPPLYI NG VENDCRS (CSV2 or CSVA)

Vendors are registered to the Cass/Sub-Class level wth
the assunption that a vendor can provide all itens or
services in the Cass/Sub-Class. A vendor is registered in
TOPS when the vendor nunber is added to the Conmodity
Suppl ying Vendor Table using transaction CSV2 or nultiple
entry transaction CSVA. The count of supplying vendors is
automatically maintained in the Comobdity Header Table,
COM. The vendor my be selected to bid on future
solicitations for that C ass and Sub-d ass.

As the vendor is selected to receive a solicitation, the
CSV3 Table is updated to include the date and solicitation
nunber sent to the vendor. As the vendor bids, the CSV2
Table is wupdated to include the date and solicitation
nunber of the bid received.

Once a supplying vendor is added to the CSV2 Table and is
activated, the vendor may not be physically deleted from
t he database. The vendor may be inactivated by changi ng the
status code. The vendor nay be purged as well.

The Purchasing Division may inactivate a supplying vendor
by using the transaction CSV2. \Wen this occurs, the nunber
of qualified supplying vendors in the Commobdity Header
Table COWR is decrenented by one (1).

4.3.5.1 ADDI NG A VENDOR TO A SI NGLE CLASS/ SUB- CLASS (CSV2)

To add a vendor to a single Cass/Sub-Class as a supplying
vendor, if the wuser is not currently viewing the CSV2
transaction, key CSV2 in the Function Line and press ENTER
Key CLEAR in the Function Line and press ENTER. The screen
will refresh with ADD in the Function Line. Use the TAB key
to nove the cursor to the following required fields and key
t he desired data:

CLASS/ SUB- CLASS: Must be active in COW Tabl e.
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VENDOR NUMBER: Must be active in VEND Tabl e.

STATUS CODE: Must be zero (0) on ADD.

The following fields are OPTIONAL for this transaction:
PURGE CODE: Must exist in BTAB Table type PC.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

4.3.5.2 ADDING A VENDOR TO MULTI PLE CLASSES/ SUB- CLASSES
( CSVA)

To add a vendor to many C asses/ Sub-C asses as a suppl ying
vendor simultaneously, if the user is not currently view ng
the CSVA transaction, key CSVA in the Function Line and
press ENTER. Key CLEAR in the Function Line and press
ENTER. The screen wll refresh with ADD in the Function
Line. Use the TAB key to nove the cursor to the follow ng
required fields and key the desired data:

VENDOR NUMBER: Must be active in the VEND Tabl e.
CLASSES/ SUB- CLASSES: Must be active in COW Tabl e.

AREAS/ REG ONS: Enter the areas/regions for which the vendor
desires to provi de goods or services.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

4.3.6 MAI NTAI N PRODUCT COVPARI SON CHART

A Product Conparison Chart may be attached to a requisition
in lieu of specifications. To find out if a Product
Conmparison Chart has already been witten against the
commodity you are purchasing key CPRF in the Function Line
and ENTER. Inquire on the comvobdity code, space out the
file nunber and ENTER If the system pulls up another
comodity code there is no Product Conparison Chart built
for that conmodity code.
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| f your commodity code does cone up, the system will give
you a file nunber, title, author and the two (2) nakes and
nodel s for which the Product Conparison Chart was witten.
You may hit ENTER again, |eaving the Function Line blank to
see if there are other Product Conparison Charts on that
same commodity (nultiple Product Conparison Charts may be
witten for any commodity).

To read the Product Conparison Chart you found, key CPCM in
the Function Line and ENTER Key GET in the Function Line,
TAB once, key the commobdity code and file nunmber and ENTER
The first page of the chart should conme up on your screen.
You may key CGET in the Function Line and key D in the
scroll action to view the next page.

4.3.6.1 ADD NG A PRODUCT COVPARI SON CHART HEADER ( CPRF)

To add a Product Conparison Chart Header, if the user is
not currently viewing the CPRF transaction, key CPRF in the
Function Line and press ENTER Key CLEAR in the function
line and press ENTER The screen will refresh with ADD in
the Function Line. Use the TAB key to nove the cursor to
the followng required fields and key the desired data:

COMMODI TY CODE: Must be active in COWVR.
FI LE: Must be al pha/ nuneri c.

TITLE: Title of chart for easy identification, forty (40)
characters.

VRI TTEN BY: Nane of aut hor.

MAKE (TWO 2): Make of itemrequired or equivalent.
MODEL (TWO 2): Model of itemrequired or equivalent.
OTHER (TWD 2): For part nunber, etc.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

4.3.6.2 ADD NG A PRODUCT COWPARI SON CHART (CPCM

After having built a CPRF record, the user can now build a
CPCM record. This table and all other text tables wthin
the system all function in the sane nanner. Please see
Section 30, Text Processing discussion on wusing text
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tables. The following fields are REQU RED entries for this
t abl e:

COWODI TY CODE: Must exist in CPRF record.

FILE: Must exist in CPRF record. This transaction varies
somewhat from the nornal text transaction. The CPCMis
col umar and not free-form text like in other
transacti ons.

SI GNl FI CANT FEATURES: Features that user has determned to
be essential for this item

ACCEPTABLE M NIMUMS: ldentifies the mninmum acceptable
f eat ures.

TEXT LINES: These Text |ines are designed as user input for
other specifics the user desires to comunicate to
vendor .

After all desired data has been entered, press ENTER and
the system wi || update the database. The system should al so
di splay "SC08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES
ADDED’. Since there is no need to activate this chart, you
have conpl eted your task

Information input into CPCMw Il be used by TOPS to print a
Product Conparison Chart for a solicitation. Two additi onal
colums will be added at print tine by the system to be
utilized by the vendor in which to respond.

4.3.7 OTHER COWODI TY PROCESSI NG

Listed below are all other associated Commodity Inquiry
screens and reports and a brief description of each.
Different responsibility levels will find nunerous usages

for these screens. They are:

COWODI TI ES ON ACTI VE CONTRACT ( CAWA)

Provi des the user the ability to inquire on commodity itens
and to determ ne which vendors, contract nunbers and line
nunbers they are on. CAWA gives the user the unit of
nmeasure, contract expiration date, contract status and
ordering status for the commopdity on contract.

COWODI TI ES ON CONTRACT ( CAVD)

Provi des the user the ability to inquire on commodity itens
and to determ ne which vendors, contract nunbers and line
nunbers they are on. CAW gives the user the wunit of
nmeasure, contract expiration date, contract status and
ordering status for the commopdity on contract.
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COWODI TI ES ON CONTRACT DETAI L ( CAWR2)

Provides the user with the ability to make further detailed
inquiries of awards for a commodity item nunber relating to
a specific contract.

COWDI TI ES BY DESCRI PTI ON ( CDES)
Provides the user with the capability for INQURY of a
commodity nunber by the first |ine of description.

COWDDI TY SUPPLYI NG VENDOR BY GEO BI D CODE ( CGEI)
Provides the wuser wth the capability to [INQURE on
suppl yi ng vendors by sub-class and geographi c bid code.

COWODI TY SUPPLYI NG VENDOR GEO BI D CODE ( CGEO)

Provides the user with the capability to ADD, DELETE and
| NQUI RE geographic bid codes for an input comodity
Cl ass/ Sub-Class and vendor. You need to use this
transaction when transaction CSV2 is used to input
suppl yi ng vendors.

COWODI TY BY | TEM NUMBER (CI TM
Provides the wuser with the ability to INQJRE comodity
nunbers by the item portion of the commodity nunber.

COWDI TY KEY WORD ( CKVD)

Provides the wuser with the ability to ADD  DELETE or
| NQUI RE keyword records in the Commodity database. CKW is
a dictionary to the Conmodity dat abase.

COWODI TY BY KEY WORD ( CKW)

Provides the user with the ability to INQJRE comodity
nunbers by their keyword or common nane. Once the user
decides that further detail is required, nove the CURSOR to
the desired keyword/comodity nunber conbination and press
ENTER. The systemw || |eaf to COWR.

COwODI TY BY COMMODI TY CODE ( COW)

Provides the user with a list of commodity nunbers, their
status and buyer. To get further detail, nmove the CURSOR to
the desired nunber and press ENTER. The systemw |l leaf to
Ccowe.

COWODI TY HI STORY ( COVB)
Provides the user with the ability to INQU RE the purchase
hi story for a cormodity nunber.

COWDDI TY BY TYPE DESCRI PTI ON ( CTYP)

Provides the user with the capability to INQU RE commodity
nunbers by spec type and first line of description for that
comodi ty nunber.

COWDDI TY UNI T OF MEASURE DETAI L (CUQ2)
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Provides the user with the capability of |INQU R NG the
purchasing history of a comobdity and unit of neasure over
t he past year on a nonth to nonth basis.

COVWMODI TY CLASS/ SUB- CLASS BY SUPPLYI NG VENDOR ( CVDR)
Provides the wuser with the ability to INQURE a vendor
nunber to determine which commdity nunber(s) (Cd ass/ Sub-
Class) the vendor is currently registered against, and the
status of that vendors registration for that particular
commodity (C ass-Sub-Class). The status is interpreted in
the SV Tabl e of BTAB.

4.3.8 REPORTS

TOPS offers the followi ng managenent reports. Besides these
managenment reports, the data can be extracted for ad hoc
reports.

POTENTI AL BI D LI ST PURGE REPORT ( BCQA)

SUVMMARY OF BI D LI ST PURGES (BClA)

COWDDI TY ALPHA MASTER LI STI NG ( BC2A)

COWODI TY NUMERI C MASTER LI STI NG ( BC2B)

COWODI TY DESCRI PTI ONS/ SPECI FI CATI ONS BY BUYI NG TEAM ( BC2C)

LIST OF SUPPLYING VENDORS BY COWMODITY CLASS/ SUB- CLASS
( BC3A)

COVWODI TY CONSUMPTI ON REPORT ( BC4A)

COWODI TIES OR SERVICE LAST PURCHASED PRIOR TO XX/ XX/ XX
( BC5A)

VENDOR PURGE LETTER ( BC6A)
PRODUCT COWMPARI SON CHART ( BC7A)



TOPS USER MANUAL REVI SED 05/ 01
SECTI ON 4: Commodi ty Dat abase

SIS I B B, B S S I I
I

.1

2
2
2
.3
4
5
6

TEXT DATABASE
TABLE OF CONTENTS

INTRODUCTT ON. . . . e e e e 42
PROCESSI NG OVERVI EW. . . . .. . 42
PROCESSI NG DETAI L. . ... e e 42
MAI NTAI N TEXT HEADER (TEXT) .. ... ... 42
MAI NTAI N TEXT LINES (TXLN) ... ... 43
.1 ADDI NG TEXT LINES. . ... . . . e 44
.2 ACTIVATING TEXT REFERENCE . . ... ... ... .. .. ... . . .. 44
MAI NTAI N CONTRADI CTORY TEXT (TCON) ............. ... 44
MAI NTAIN TEXT GROUP (TGRP) . ... . 45
OTHER PROCESSI NG. . . . . . e 45
REPORTS . . . . 46



TOPS USER MANUAL REVI SED 05/ 01
SECTI ON 5: Text Dat abase

SECTI ON 5
TEXT DATABASE

5.1 | NTRODUCTI ON

The Text Database is a repository of text to be used on
various print products in TOPS. Special (optional) terns
and conditions, general specifications associated with a
commodity O ass/Sub-C ass and Notice of Award text are held
in the text database. Text is selected and printed as the
logic in the prograns dictate and as the buyer identifies
the text reference nunbers on the solicitation and
contract. Additionally, TOPS provides the ability to place
text reference into a logical group and to attach that
group to a docunment and to print all reference nunbers in
that group. Also, the user can set up a nmatrix of text
reference that is contradictory and the system wll not
al l ow contradictory text to print.

5.2 PROCESSI NG OVERVI EW
A Text Header Table (TEXT) nust be added to the Text

Dat abase to begin the process. Once established, text lines
may be added, changed or deleted. After the text header is
active, no further changes to the text lines nay be mde

until the text header is inactivated.

Text is referenced by the Text Header Table key. As stated
above, text can be entered into logical, frequently used
and associative groups so that the user need only key that
one group reference nunber and have all conponents of that
group print in sequence. TOPS provides the user with the
ability to nodify these text references relative to an
i ndi vidual solicitation w thout changing the basic text.
This subject will be addressed in greater detail in the
chapter on solicitations.

5.3 PROCESSI NG DETAI L

The Text Header Table contains the basic identifying Title,
control information, review date and reviewer for the text
reference. The maintaining agency is that agency which is
responsible for the creation and nmaintenance of the text.
In addition to being from that agency, the user nust have
authority to mmintain records for that agency and have a
val id authorization code in BAAT.

5.3.1 MAINTAI N TEXT HEADER ( TEXT)
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To add a text header, if the user is not currently view ng
the TEXT transaction, key TEXT in the Function Line and
press ENTER. Key CLEAR in the Function Line and press
ENTER. The screen wll refresh with ADD in the Function
Line. Use the TAB key to nove the cursor to the follow ng
required fields and key the desired data:

TEXT (REFERENCE) NO Must have al pha character in first
position for terns and conditions or nuneric in first
position if specifications. 'T is reserved for
Noti ces of Award text.

TEXT TYPE CODE: Must exist in BTAB Table Type TP.

TITLE: Forty (40) character title for identification.

STATUS CODE: Must be zero (0) on an ADD

MAI NTAI NI NG AGENCY: Must be active in Agency dat abase.

LAST REVI EW DATE: Sel f expl anatory.

BUYER LAST REVI EMED: Must exi st in ABUY Tabl e.

AUTHORI ZATI ON CODE: Must exist in BAAT Table (not visible
on screen).

After all appropriate fields are conpleted to your
satisfaction, press ENTER for the system to update the
dat abase. The system will di splay "SC08 TRANSACTI ON

SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line. At this
point, TAB to the STATUS CODE, change the zero (0) to a
three (3), key your authorization code and press ENTER The
system wi || display "SC08 TRANSACTI ON SUCCESSFUL" and "L030
ALL LINES ADDED' at the bottom of the screen and place
CHANGE in the Function Line. Type TXLN in place of CHANGE
in the Function Line and press ENTER

5.3.2 MAINTAIN TEXT LI NES (TXLN)

Text lines are the body of the text entered using
transaction ID TXLN. Text lines are added after the text
header is created. The fornmat of the text is determ ned by
the user. The format which is used, is the format that wl|
print. The only restriction regarding format is the text is
limted to seventy (70) characters in wi dth.

The text lines will contain the standard and special |ega

terms and conditions, general comodity C ass/Sub-C ass
speci fications, Notice of Award text and other text such as
instructions to vendors on how to conpl ete the bid.
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5.3.2.1 ADDI NG TEXT LI NES

See Section 30, Text Processing, for instructions on how to
utilize this text screen. The following fields are required
entries for this table:

TEXT (REFERENCE) NO.: Must exist in TEXT Tabl e.
SCROLL ACTION: As applicabl e.
TEXT LINE: Free Form

When all text is recorded to your satisfaction, press ENTER
for the system to capture this data. The system wll
di splay "ALL LINES CHANGED' at the bottom of the screen. At
this point, type TEXT in the Function Line and press ENTER

5.3.2.2 ACTI VATI NG TEXT REFERENCE

To activate a text reference, if the user is not view ng
the TEXT transaction, key TEXT in the Function Line and
press ENTER. Key INQURE in the Function Line and the
desired text reference nunber in the text reference nunber
field and press ENTER Key CHANGE in the Function Line, TAB
to the status code field and key 1. Wen all fields have
been entered correctly, press ENTER If errors exist, TOPS

will display error nessages at the bottom of the screen.
The user nust correct the entered data and press ENTER |f
errors do not exist, TOPS wll wupdate the database and

di splay "SC08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES
ADDED’ at the bottom of the screen and place CHANGE in the
Functi on Line.

5.3.3 MAINTAI N CONTRADI CTORY TEXT ( TCON)

As nentioned earlier, TOPS provides the ability to build a
cross reference of text references that when used together
on a docunent may be contradictory. This is done through
t he building of a TCON Record.

To add contradictory text references, if the user is not
currently viewing the TCON transaction, key TCON in the
Function Line and press ENTER Key CLEAR in the Function
Line and press ENTER The screen will refresh with ADD in
the Function Line. Use the TAB key to nove the cursor to
the following required fields and key the desired data:

TEXT REFERENCE: Must be active entry in TEXT Tabl e.

Then key all references contradictory to the key TEXT
ref er ence.

After desired fields have been entered, press ENTER for the
system to update the database. The system w Il display
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" SC08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LI NES ADDED’ at
the bottom of the screen and place CHANGE in the Function
Line. Repeat the process as many tines as required to
finish the contradictory I|ist.

5.3.4 MAINTAIN TEXT GROUP ( TGRP)

To assist the buyer in reducing data entry tinme, TOPS
provides the ability to build text groups. These groups are
frequently used, associative text. This process is done on
a screen called TCRP.

The user first nust build a TEXT header with a Text Type
Code CGRP. After having built a text header, the user should
go to TGRP and build a record as outlined bel ow.

To add a text group, if the user is not currently view ng
the TGRP transaction, key TGRP in the Function Line and
press ENTER. Key CLEAR in the Function Line and press
ENTER. The screen wll refresh with ADD in the Function
Line. Use the TAB key to nove the cursor to the follow ng
required fields and key the desired data:

TEXT GRP REFERENCE: Must be active Goup in Text database.

SEQ NUMBER Determ ne what position the acconpanying text
reference will print.

TEXT REFERENCE: An active Text Reference and a conponent of
t he group.

After desired fields have been keyed, press ENTER for the
system to update the database. The system w Il display
"SC08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED’ at
the bottom of the screen and place CHANGE in the Function
Li ne. Repeat the process as nmany tines as required.

5.3.5 OIHER PROCESSI NG

Listed below are all other associated Text lnquiry screens
and reports and a brief description of each. Different
responsibility levels wll find nunerous uses for these
screens. They are:

TEXT BY CONTRADI CTORY REFERENCE (TCA)

Provides the user with the ability of inquiry by the text
reference nunber to determne which other text references
are in conflict.

TEXT BY TEXT GROUP NUMBER (TGRI)

Provides the user with the ability of inquiry by the text
reference nunber to determine in which text groups this
reference resides.

TEXT BY LAST REVI EW DATE ( TLRD)
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Provides the user with the ability of inquiry by the date
of the last review. By noving the CURSCR to the desired
entry and pressing ENTER, the systemw |l l|eaf to TEXT for
detail.

TEXT BY TEXT TYPE CODE ( TTCD)

Provides the user with the ability of inquiry by text type
code. Again, by noving the CURSOR and pressing ENTER, the
systemw || |leaf to the TEXT record for detail

TEXT BY MAI NTAI NI NG AGENCY ( TXMA)
Provides the wuser wth the ability to list all text
references for a particular maintaining Agency.

TEXT BY STATUS CODE ( TXST)

Provides refresh with ADD in the Function Line. Use the TAB
key to nove the cursor to the following required fields and
key the desired data:

TEXT BY TEXT TI TLE ( TXTL)

Provides the user with ability to inquire the TEXT dat abase
by text title. Leafing can be acconplished fromthis screen
to a Text record.

5.3.6 REPORTS

TOPS offers the follow ng managenent reports. Besides these
managenment reports, the data can be extracted for ad hoc
reports.

TEXT MASTER - REFERENCE NUMBER LI STI NG ( BTOA)

TEXT MASTER - ALPHA LI STI NG BY TI TLE ( BTOB)
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SECTI ON 6
VENDOR DATABASE

6.1 | NTRODUCTI ON

The establishnment and maintenance of vendor information is
necessary to assure the availability of qualified
regi stered vendors for the conpetitive bidding process. As
a result of the bidding and award processes, bidding
activity and award history are maintained for each vendor
in order to determne the performance and activity of all
vendors. The activity of special vendor groups such as
smal |, mnority and wonman-owned businesses is also
determ ned in the sane manner.

6.2 PROCESSI NG OVERVI EW

Routinely, the vendor process begins when a vendor requests
to be added to the State's vendor file. In order to add a
vendor to the vendor file (register the vendor) two mmjor
types of information nust be obtained and recorded. These
are: first, basic business information about the vendor
and second, the commodities and/or services that the vendor
provi des.

This information is nornmally requested on the vendor
registration form and wll be tracked using the Vendor
Regi stration Tracking Process (VREG .

Upon receipt of the conpleted registration form the
information is entered into TOPS. The vendor wll receive
solicitations for those commodities or services for which
the vendor is properly registered. Wien the vendor submts
a bid, the bid is recorded into TOPS and a history of that
vendor's past bid performance is maintained. At the tinme of
award, the vendor's record is updated with the bid and
award history.

During the performance of an order or contract, a vendor

may fail to conply with sone aspect of the order or
contract. Conplaints will be prepared and entered into TOPS
agai nst the vendor. Resolution of the conplaint wll be

sought and the results recorded in the vendor database.

Fromtine to tinme, a vendor will request a solicitation or
submt a bid even though the vendor is not in the vendor
dat abase. This type of vendor is referred to as a casual
vendor. In order to provide a solicitation to the vendor or
record a bid for the vendor, purchasing nust register the
vendor in the vendor database. As a mninmm the vendor
nmust provi de an FEIN or SSN  (Federal Enpl oyer

7-48
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I dentification Nunmber or Social Security Nunber) and an
addr ess.

6.3 PROCESSI NG DETAI L
6.3.1 MAINTAI N VENDORS | N STARS

Vendors nust be added to STARS before they can be added to
TOPS. In addition, vendor addresses nust also be added to
STARS. TOPS will reference the addresses i n STARS.

Ref erence Chapter 7 of the STARS User Manual for procedures
on how to add vendors to STARS.

6.3.2 MAINTAIN VENDOR I N TOPS ( VEND)

When a vendor requests to be registered, certain business
informati on about that vendor nust be recorded in TOPS.
Once the registration form is reviewed, conpleted and the
vendor does not already exist in the Vendor Header Tabl e,
the information is recorded using transactions VEND and
VEN2. Each vendor is assigned a location suffix to the
vendor nunber. This suffix is used to denote nultiple
| ocations for the sanme vendor. A suffix of 00 is assigned
to the parent |ocation and each additional location wll
add a new suffi x.

Wiile a vendor record is in the initialization stage, it
may be physically deleted if desired. But once a vendor
record becones active (by setting the status code to 1), it
cannot be physically deleted from the Vendor Header Table.
The vendor record may be inactivated or it could be set to
purge by setting a status code.

Addi ng a Vendor Header Record (VEND): First, the user nmnust
determine if the vendor is in STARS. The user should key
the word CLEAR in the Function Line and ENTER The screen
will be refreshed with ADD in the Function Line. Use the
TAB key to nove the CURSOR to the follow ng REQUI RED fi el ds
and key desired data:

VENDOR NUMBER: Vendors FEIN or SSN.

VENDOR NAME 1: Inferred from STARS.

STATUS CODE: Must be zero (0) on an ADD.

AUTHORI ZATI ON: Valid in BAAT for user |ID.

CONTACT PERSON: Up to thirty five (35) characters.

RESPONSI BLE AGENCY: Must be active in the AGCY Tabl e.
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The following fields are OPTIONAL for this table:
VENDOR NAME: Sel f expl anatory.

DBA NAME: Sel f expl anatory.

CONTACT TI TLE: Sel f explanatory.

PHONE NUMBER: Sel f expl anatory.

PREVI QUS NAME 1: Sel f explanatory.

PREVI QUS NAME 2: Sel f expl anatory.

PREV/ NEW NO  Sel f expl anatory.

SUSPEND/ DEBAR DATE: Sel f expl anatory.

EXPI RATI ON DATE: Sel f expl anatory.

SUSPEND/ DEBAR TYPE: Must exist in BTAB Tabl e Type SS.

After all appropriate fields are conpleted, press ENTER for
the system to update the database. The system will display
" SC08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED’ at
the bottom of the screen and place CHANGE in the Function
Li ne.

6.3.2.1 NMAINTAIN VENDOR BUSI NESS | NFORVATI ON ( VEN2)

This screen provides the user with additional data el enments
that pertain to business information. Sone of these data
el enents are required to be entered before the vendor can
be activated. If the wuser is not viewing the VEN2
transaction, key VEN2 in the Function Line and press ENTER
Key INQURE in the Function Line and the desired vendor
nunber in the vendor nunber field and press ENTER Key
CHANGE in the Function Line, TAB to the following fields
and key the requested data. These are required fields:

BUSINESS TYPE: Key a code from BTAB Table BU, e.g., 1-
Agriculture, forestry or fishing; 2-Mning, etc.

ORGANI ZATION TYPE: Key a code from BTAB Table OI, e.g., A-
Associ ation, C-Corporation, P-Partnershinp.

DATE BUSI NESS STARTED: Key the date the business began.
TYPE OF FEIN. Key 1 for FEIN or 2 for SSN.
BUSI NESS OWNERSHI P: Key a code from BTAB Table BO e.g.,

MA-M nority Approved, WA-Wnman Omed Approved, N Non-
Mnority.
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ETHNICI TY: Key a code from BTAB Table EC, e.g., B-Black, H
Hi spanic, N-Non-M nority.

COUNTY CODE: Key a code from BTAB Table CC, e.g., O01-
Ander son, 02-Bedford, 19-Davi dson.

REVI EW CODE: Key 0 (zero).
AFFI RVATI VE ACTI ON: Default value is 0 (zero).

| NCORPORATI ON STATE: Key two position abbreviation for the
state of incorporation.

GROSS REVENUE: Key a code from BTAB Table GR, e.g., 1-Up to
$499, 999; 2-$500, 000 to $999, 999.

NUMBER OF EMPLOYEES:. Key the nunber of enployees from the
registration form

QUT OF STATE: |If the vendor's address is out of Tennessee,
key Y, if in Tennessee, key N

PAYMENT HOLD: Key Y to not pay the vendor. Default val ue
is N

I N ACCTG PAYEE FI LE: Default value is N.

| NDEPENDENT OWNED: Key Y if independently owned or N if
publicly owned.

QUT OF COUNTRY IND: Key Y if outside the United States,
e.g., Canada or GCernmany.

STKHLDR DI SCLOSURE: Default value is N
The following fields are OPTIONAL for this screen:
| NCORPORATI ON DATE: Key date company was i ncor por at ed.

COMW APPROVAL DATE: Key the date comerce departnent
approved the vendor as represented on the application.

SEC OF STATE REG Key Y if registered with Secretary O
State or else key N

SOS APPROVAL DATE: Key date the Secretary of State approved
t he vendor.

DATE REG SEC STATE: Key date vendor registered with the
Secretary of State.

M Nl MUM QUOTATI ON: Key the mnimm quotation anmount from
t he vendor application. Default is O (zero).
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DATE FI LED: Key date the stockhol der's disclosure was filed
with Secretary of State.

When all fields are entered, press ENTER. If errors exist,
TOPS will display error nmessages at the bottom of the
screen. The user nust correct the entered data and press
ENTER. If errors do not exist, TOPS wll wupdate the

dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

6.3.3 MAI NTAI N VENDOR ADDRESSES ( VADR)

Because the State of Tennessee uses a shared vendor file
with the STARS accounting system the adding of a vendor
address can be acconplished in VADR in a fairly sinple
manner .

Before a vendor can be declared active, at |east one
address nust exist in STARS and be referenced in the Vendor

Addr ess Tabl e. The vendor nust have a general address in
TOPS.
To add a vendor address to TOPS, if the wuser is not

currently viewing the VADR transaction, key VADR in the
Function Line and press ENTER Key CLEAR in the Function
Line and press ENTER  The screen will refresh with ADD in
t he Function Line. Use the TAB key to nobve the cursor to
the followng required fields and key the desired data:

VENDOR NUMBER: Must be valid in STARS/ TOPS.
VENDOR ADDRESS: Two (2) digit designator.

The following fields are OPTIONAL on this screen:
CONTACT PERSON: Thirty-five (35) characters.

CONTACT PHONE: Area code + seven (7) digits + four (4)
di git extension.

CONTACT PCSI TI ON: Sel f expl anat ory.

After all appropriate fields are conpleted, press ENTER for
the systemto update the database. The systemw || display
" SC08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED’ at
the bottom of the screen and place CHANGE in the Function
Li ne.

6.3.4 ACTI VATI NG A VENDOR ( VEND)
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To activate a vendor, if the user is not viewing the VEND
transaction, key VEND in the Function Line and press ENTER
Key INQURE in the Function Line and the desired vendor
nunber in the vendor nunber field and press ENTER Key
CHANGE in the Function Line, TAB to the status code field

and key 1. When all fields have been entered correctly,
press ENTER If errors exist, TOPS wll display error
nmessages at the bottom of the screen. The user nust
correct the entered data and press ENTER. If errors do not

exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.

6. 3.5 SUSPEND/ DEBAR VENDOR ( VEND)

There are circunstances in the State which require that a
vendor be tenporarily or permanently renpoved from bidding.
This process is known as suspension or debarnent. To
suspend or debar a vendor, if the user is not view ng the
VEND transaction, key VEND in the Function Line and press
ENTER. Key INQURE in the Function Line and the desired
vendor nunber in the vendor nunber field and press ENTER
Key CHANGE in the Function Line, TAB to the follow ng
fields and ENTER dat a:

SUSPEND/ DEBAR  DATE: Key the date the suspension or
debarnment is effective.

EXPI RATI ON DATE: Key the date the suspension or debarnent
is to expire.

SUSPEND/ DEBAR TYPE: Key a code from BTAB Table SS, e.g.,
03-Bid Rigging, 10-Poor Performance.

When all fields have been entered, press ENTER If errors
exist, TOPS will display error nessages at the bottom of
the screen. The wuser nust correct the entered data and
press ENTER If errors do not exist, TOPS will update the
dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

6.3.6 MAI NTAIN COVPLAI NTS ( VCOM VCQ2/ VCO3/ VCTX)

Wen a vendor fails to perform as prescribed in the order
or contract, the person using the commodities or services
should 1issue a conplaint against the vendor. Thi s
conplaint is entered into TOPS and a conplaint letter is
issued to the purchasing division inspection section for
mai | i ng.

The user will need to print three screens of BTAB to use as
a conplaint is recorded. They are:
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1. VC St atus Codes t hat nove the conpl ai nt
2. BT Conpl ai nt Code
3. SI Severity |ndicator

VCOM is used to determ ne the next conplaint nunber. TOPS
keeps track of each conplaint filed against any vendor.
Before beginning to enter a conplaint, VCOM should be
viewed by inquiring on vendor's ID nunber to ascertain the
next conpl ai nt nunber.

VCOX2 is the beginning screen. |If the user is not currently
viewi ng the VCO2 screen, then key VCO2 in the function |ine
and press enter. Key CLEAR in the function line and press
enter. The screen will refresh with ADD in the function
line. Use the TAB key to nove the cursor to the follow ng
required fields and key the desired data:

1 The vendor | D nunber (Can be verified in VNAM

2 The conpl ai nt nunber

3. Title Line 1 (30 characters)

4. Title Line 2 (30 characters)

5. Status Code (Start with "0")

6. Agency (Must be valid in AGCY table in TOPS)

7 Dat e of Conpl ai nt

8 Date Received (WIIl be entered in Purchasing)

9. Oder Nunber (or)

10. Contract Nunber

11. Conplaint Code (Use the code that best describes
need)

12. Severity Code (Use the code that best describes
need)

13. Procuring Agency - Enter 32110 - Always Purchasi ng

| f al | these are entered and TRANSACTI ON SUCCESSFUL
appears, go to VCGS.

VCO3 - If the vendor and conplaint nunbers just entered on
VCO2 do not cone up on your screen, |INQU RE on those
nunbers. Then type change in the function line and enter

the foll ow ng:

1. Agency Contact and phone nunber
2. Vendor Contact and phone nunber
3. Conpl ai nant name and phone nunber

After these are entered and TRANSACTI ON SUCCESSFUL appears,
type VO in the function line and be sure you have the
right vendor and conplaint on the VCO2 screen and change
the Status Code to "1". This conpletes the vendor conpl aint
entry process. A letter of vendor conplaint wll be
printed overnight and delivered to the Purchasing Division

and mai | ed.




TOPS USER MANUAL REVI SED 05/ 01
SECTI ON 6: Vendor Dat abase

VCTX screen is wused to explain the circunstances that
caused a conplaint to be issued. This screen is used:

|f user is not currently viewing the VCTX screen, then
type

VCTX in the function line and press enter. Type CGET in
t he

function line and choose the vendor |ID nunber and
conpl ai nt

nunber to access space to enter all pertinent information
concerning the conpl aint.

6.3.7 MAINTAIN COVPLAI NT RESCLUTI ON ( VRES)

Each conplaint registered in the Vendor Conplaint Table
must be resolved. Wen a response to the Vendor Conplaint
letter is not received in fourteen (14) working days,
Central purchasing division contacts the vendor to begin
resolution of the conplaint, unless the conplaint is of an
emer gency nature.

The conpl ai nant conpletes the VCO2 and VCO3 screens and
sets the vendor <conplaint letter to print. The next
busi ness day, the Purchasing Conplaint Supervisor wll
receive a report showing all the conplaint letters printed
overnight. After nmailing the conplaint letter to the
vendor, the Supervisor adds a VRES record (Action code “02
- Conplaint Letter Mailed”).

As soon as a response is received from the vendor, the
Supervi sor goes to the VRES screen and changes the action
code to “05 - Response Received’. If this is not done
wi thin 14 working days after the vendor conplaint letter is
mai | ed, a second notice is generated and mail ed.

A separate VRES record should be added for each resol ution
action taken. Reference the “RA” table in BTAB for a
conplete list of all resolution action codes. You are not
required to use all of the action codes, however each step
in the process should be recorded. Al of the these codes
are entered on the VRES screen with an ADD function except
“10 - Resol ved”.

To record an action taken, type CLEAR in the function line
on the VRES screen. The screen will refresh with ADD in the
function. TAB to the following fields and key the requested
dat a.

VENDOR NUMBER Key the vendor nunber

COVPLAI NT NUMBER Key the conpl ai nt nunber
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ACTI ON CODE: Key the correct action codes. See “RA’ table
of BTAB for conplete Ilist of conplaint resolution
action codes

RESPONSE RECEI VED: Key date the response was received

ACTI ON COWLETED Key date this action took place
AGENCY/ VENDOR Was the response fromthe Agency or fromthe
Vendor. Key “A’ or “V’

ACTI ON DATE Sane as Action Conpl eted
ACTI ON BY NAME: Nane of person the action came from

You may also key up to three lines of comrent explaining
t he acti on.

The final resolution of a conplaint nmay be viewed at any
time by INQURI NG on the VRES screen by vendor nunber and
conpl aint nunber and scrolling to the VRES record at Action
Code ‘10°. VRES concludes the ©process of recording
resol uti ons of conpl aints agai nst vendors.

6.3.8 | NQUI RE REQ STRATI ON | NFORVATI ON ( VRd )

When a request for a vendor application is received and the
user wishes to track the vendor application in TOPS, the
user should INQURE the TOPS Master Vendor Database to
determne if the vendor is currently registered. Using the
VNAM transaction, the user can determ ne by vendor name if
the vendor exists or by using the VEND transaction, the
user can determ ne by vendor nunber if the vendor exists.
See instructions elsewhere in this section on how to use
the VNAM and the VEND transactions.

If the vendor is not currently registered, the user should
al so determne if the vendor application is currently being

processed. Using the VRGA transaction, the wuser should
INQU RE the registration database to deternmine if the
vendor is currently being processed. |f the vendor exists,
do not enter the vendor. If the vendor does not exist,

continue with the next step.

6.3.9 MAI NTAI N REG STRATI ON | NFORVATI ON ( VREG)

To add a vendor to the registration file, if the user is
not currently viewing the VREG transaction, key VREG in the
Function Line and press ENTER Key CLEAR in the Function
Line and press ENTER.  The screen will refresh with ADD in
t he Function Line. Use the TAB key to nobve the cursor to
the following required fields and key the desired data:

7-56
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VENDOR NUMBER: Key the vendor's FEIN or SSN

VENDOR NAME: Key the vendor's nane (up to sixty (60)
characters).

ADDRESS: Key the vendor's street address (up to three (3)
l'ines).

CITY: Key the vendor's city.

STATE: Key the vendor's state.

ZI P. Key the vendor's zip code

COUNTRY: Key the vendor's country.

The following fields are OPTIONAL for this transaction:

DATE APPLI CATION SENT: Key the date the application was
sent to the vendor.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

When the application is returned, update the VREG Table.
If the user is not viewing the VREG transaction, key VREG
in the Function Line and press ENTER Key INQU RE in the
Function Line and the desired vendor nunber in the vendor
nunber field and press ENTER Key CHANGE in the Function
Line, TAB to the desired field and key the desired data:

DATE APPLI CATION RCVD: Key the date the application was
received fromthe vendor

DATE RE-REG SENT: Key the date a re-registration package
was sent to the vendor

DATE RE-RREG RCVD: Key the date the re-registration package
was received fromthe vendor.

DATE APPLIC RETURNED: Key the date the application was
returned to the vendor for rework.

REASONS RETURNED: Key reasons that the application was
returned to the vendor for rewdrk. These reasons can
be found in the BTAB Table RR

After all fields have been entered, press ENTER |If errors
exist, TOPS will display error nessages at the bottom of
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t he screen. The user nust correct the entered data and
press ENTER If errors do not exist, TOPS will update the
dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

6.3.10 OTHER PROCESSI NG

TOPS offers other screens which are primarily for | NQU RY.
The screens are helpful to all levels of managenent. They
are listed below with a brief explanation of each:

VENDOR AWARD SUMVARY ( VAWD)
Provides the user the ability to INQU RE award history for

a vendor. If desired, the user can select a vendor by
pl aci ng the CURSOR on that vendor and pressing ENTER  The
systemw ||l leaf to VAW for detail.

VENDOR AWARD DETAI L ( VAWR2)
Provides the wuser wth detailed information concerning
awards nade to a vendor.

VENDOR BI D SUMVARY ( VBI D)

Provides the user with information concerning the Vendor
Bid History. By placing the CURSOR on any Document Numnber
and pressing ENTER, the system wll leaf to VBI2 for
detail.

VENDOR BI D DETAI L (VBI 2)
Provides the user with further detail about a particular
Bi d Docunent.

VENDOR COWPLAI NTS BY BUYER (VCOI)
Provides the user with a list of conplaints being managed
by a buyer for a procurenent agency.

VENDOR COVPLAI NT LI STI NG (VvCOM
Provides the user with a listing of conplaints against a
vendor .

VENDOR HI STORY ( VEN3)
Provides the user with the ability to INQURE a Summary of
Vendor's Performance.

VENDOR Bl D AND AWARD HI STORY ( VEN4)
Provides the user with the ability to INQURE a Summary of
Vendor Bid and Award History.

VENDORS BY NAME ( VNAM)

Provides the user with the ability to INQJRE the Vendor
Tabl e by nane (Line 1 of Vendor Nane). After obtaining the
desired vendor, the user can leaf to VEND by placing the
CURSOR on the vendor name and pressing ENTER
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VENDOR COMPCSI TE | NFORMATI ON ( VNDR)
Provides the user with the ability to INQURE the address
of a vendor.

VENDOR NOTES ( VNTE)
Provides the ability for the user to record notes relative
to a given vendor.

VENDOR REG STRATI ON BY NAME (VRA)
Provides the user the ability to INQJRE the registration
dat abase by vendor nane.

VENDORS BY STATUS CODE ( VSTA)

Provides the wuser the ability to INQUJRE the vendor
dat abase by vendor status code.

6.3.11 REPORTS

TOPS offers the followi ng managenent reports. Besides these
managenment reports, the data can be extracted for ad hoc
reports.

VENDOR MASTER - ALPHA LI STI NG ( BVOA)

VENDOR MASTER - NUMERI CAL LI STI NG ( BVOB)

| NACTI VE VENDOR REPORT ( BVOA)

SMALL BUSI NESS APPROVED VENDORS ALPHA LI STI NG ( BVOA)

VENDORS W THOUT COWODI Tl ES ( BVOA)

REPORT OF SMALL BUSINESS SET ASIDE BY NUMBER OF PURCHASE
ORDERS AND CONTRACTS ( BV1A)

REPORT OF SMALL BUSI NESS SET ASI DE BY DOLLAR AMOUNT ( BV1A)

REPORT OF SMALL BUSINESS SET ASIDE BY NUMBER OF PURCHASE
ORDERS AND CONTRACTS FOR WAI VER ( BV1B)

REPORT OF SMALL BUSINESS SET ASIDE BY DOLLAR AMOUNT OF
WAl VER ( BV1B)

REPORT OF SMALL BUSINESS SET ASIDE BY NUVBER OF PURCHASE
ORDER AND CONTRACTS |SSUED TO APPROVED SMALL BUSI NESSES
( BV1C)

REPORT OF SMALL BUSINESS SET ASIDE BY DOLLAR AMOUNT -
| NCLUDES APPROVED SMALL BUSINESS ON OTHER THAN SET ASI DE
FOR SMALL BUSI NESSES (BV1Q)

COVPLAI NTS AGAI NST RENEWABLE CONTRACTS ( BV2A)

OPEN UNRESCLVED VENDOR COWVPLAI NTS ( BV3A)
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VENDOR PERFORVMANCE HI STORY SUMVARY BY FI SCAL YEAR ( BV5A)
SMALL BUSI NESS VENDOR BI D HI STORY BY FI SCAL YEAR ( BV5A)
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SECTI ON 7
DOCUMENT PROCESSI NG | N GENERAL

7.1 | NTRODUCTI ON

Docunent s are defi ned in TOPS as requisitions,
solicitations, solicitation anendnent s, orders, order
amendnents, contracts and contract anendnents. |In essence

docunments as referred to in this and subsequent sections
are the heart of the purchasing process.

Processi ng docunents in TOPS should follow the same basic
purchasing process used prior to TOPS. The sanme basic
approvals nust be obtained, the sane data elenents are
required, TOPS prints the sane docunents (though the format
has changed), bids are recorded, awards are made, interface
is made with STARS for funds, etc. To be successful, TOPS
users nust relate the data elenents and procedures of the
manual process to the automated environment.

There are several items of general interest to the TOPS
user that are discussed bel ow

7.2 STATUS CCDES

As a docunent is processed through a procurenment office in
general, there are steps that the document nust go through
in order for the document to neet the requirenents of the
Purchasing rules and regulations. These steps have been
defined and included in TOPS. Each step has been assigned a
Status Code. There are two (2) types of status codes:
action and information. Action status codes will cause an
action to be taken. The action may be to print a draft
solicitation or to nake an award. Information status codes
reflect the status of a previous action. That is, an action
was attenpted and failed, an action was attenpted and
succeeded, or the buyer took a nmanual action and set the
status code to reflect that action. For every action status
code set, TOPS wll eventually show the results of that
action - whether it succeeded or failed. As a part of the
normal buyi ng process, a buyer nay send the technical bids
to the departnent for review The buyer my set a status
code to reflect that action.

Status codes are also designed and controlled by process
type.
Following is a list of status code categories by process:

STATUS CODES  PROCESS DESCRI PTI ON

000 - 099 APPROVAL PROCESS
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100 - 199 REQUI SI TI ON PROCESS ( USER AGENCY)
200 - 299 REQUI SI TI ON PROCESS ( PURCHASI NG

300 - 399 SOLI CI TATI ON AND AMENDVMENT PROCESS
400 - 499 ORDER AND ORDER CHANGE PROCESS

500 - 599 CONTRACT AND CONTRACT CHANGE PROCESS

For a detailed discussion and list of all status codes, See
Section 31, Status Codes and Docunent Types.

7.3 PROCUREMENT PHASES

TOPS views the procurenment process in phases. These phases
are:

REQUI SI TI ON PHASE

In this phase, the user enters the requisition into TOPS
obtains any required approvals, pre-encunbers funds in
STARS and processes the requisition to purchasing.

PRE- SOLI Cl TATI ON PHASE

In this phase, the buyer supervisor reviews the requisition
and assigns the buyer. The buyer reviews the requisition
for procurability, creates a solicitation, attaches the
requisition to the solicitation and obtains approvals for
the solicitation process. The buyer prints the draft
solicitation.

SOLI CI TATI ON PHASE

In this phase, the buyer prints the final solicitations and
anmendnents to solicitations. This phase extends through bid
openi ng.

PRE- AWARD PHASE

In this phase, the bids are recorded, tabulated and
eval uated. The docunents are prepared for the award process
by setting the award flags. Oders and contracts are
created by TOPS as the result.

POST- AWARD PHASE

In this phase, the contracts and orders are nodified if
necessary. This phase al so includes extensions to contracts
and orders and renewals for multiple year contracts.
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SECTI ON 8
REQUI SI TI ON PROCESSI NG

8.1 | NTRODUCTI ON

This section addresses the entire requisition process. This
process is divided into two categories: user agency and
pur chasi ng. The user cat egory i ncl udes entering
requi sitions, entering requisition lines, gaining approvals
and obtaining funds. The purchasing category includes buyer
review of the requisition, obtaining approvals and
preparing the requisition to be attached to a solicitation.

8.2 PROCESSI NG OVERVI EW

To start the requisition process, the wuser enters the
requi sition header wusing the RQ@4 transaction. Thi s
transaction will require basic information such as: the
requi sitioning agency, ship-to address, bill-to address,
fiscal year, requisition title, contact person; and phone
nunber. The next step is to identify the itens/services and
guantities that are to be purchased. This is done using the
RLI 2 transaction. Key the accounting information for the
requisition. The accounting information wll be entered
using the RACG transaction and will include the accounting
distribution and the anpunt. Funds are obtai ned by changing
the status code on the RQS4 transacti on.

TOPS will automatically add approvals required by the
requi sition. Qther approvals may be manually added using
the PAPV transaction. Requisitions are also approved by
usi ng the PAPV transaction.

For a document flow of the requisitioning process, see
Section 32: Docunent Flows.

8.3 PROCESSI NG DETAI L
Following are the details of the processes to enter a
requisition, obtain funds, approve it, nove it to

purchasing, review it in purchasing and prepare it to be
attached to a solicitation.

8.4 AGENCY USER
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Most requisitions will be entered in TOPS by persons from
the user agenci es; however, the central pur chasi ng
departnment nust also use this process to enter requisitions
which initiate state-w de contracts.

8.4.1 REQUI SITION TYPES

There are several basic types of requisitions which nmay be
processed in TOPS. The requisition type is identified in
TOPS by the requisition docunment type on the RQ4
transaction. There are variations to the ones |isted bel ow

***  NOTE: See Section 31, Status Codes and Docunent Types
for a <conplete |list of requisition types and each
correspondi ng docunent type.

OPEN (ONE TI ME) REQUI SITION (P1)

A one-time purchase or an open narket requisition is used
to satisfy a non-recurring requirenment which nust be
purchased on the open market by obtaining conpetitive bids.
An open nmarket requisition may result in an informal
solicitation or a formal solicitation. Typically, open
mar ket requisitions are processed through the Solicitation
dat abase and orders are created in the Order database. Open
Mar ket Requisitions (Doc Type Pl only) can be entered for
the current fiscal year up to the requisition cut off date
in the BINS Tabl e.

CONTRACTS
Requisitions are normally wused in TOPS to initiate
contracts. Contracts are typically categorized into two

gr oups: Statewi de contracts and agency contracts. The
Central Purchasing Departnent wll process Statew de
contract requisitions while departnmental wusers wll enter

and process Agency contract requisitions. These type
requisitions are processed through the Solicitation
dat abase and result in contracts in the Contract database.
Both Agency and Statewi de contracts (Milti-year contracts
i ncluded) may be processed for the current fiscal year or
the current fiscal year plus one.

CONTRACT RELEASE ORDER REQUI SI TION (P1R)

Contract release orders are typically processed directly
through the order database (see section 17). A contract
rel ease order (CRO requisition may be used to order itens
and services currently on Statewide or Agency unique
contracts. The pricing, delivery and paynent information is
retrieved from the contract. This type requisition wll
create a contract release order in the Oder database. This
requi sition type does not process through the Solicitation
dat abase.

DELEGATED PURCHASE AUTHORI ZATION FROM BID (DPA FROM BI D)
(P1B)

9-67



TOPS USER MANUAL REVI SED 05/ 01
SECTI ON 8: Requisition Processing

The DPA from bid requisition is used by the departnenta

user to obtain a one-time approval to purchase itens and
services at the departnental |evel which otherwi se would be
purchased by the Central Purchasing office. The DPA from
bid requisition is entered by the departnental user,
approved by the Central Purchasing office and results in a
DPA from bid being created in the Contract database. This
type requisition by-passes the Solicitation database. DPA
from Bid Requisitions may be processed for the current
fiscal year or the current fiscal year plus one, but my
not exceed a total of 12 nonths.

REQUI SI TI ONS AGAI NST DPA FROM BI D (P1D)

After the DPA from bid has been granted by the Central
Purchasing Division, the departnental purchasing office
will issue direct purchase orders for purchases under
$5,000.00 or a P1D requisition for purchases $5,000.00 and
over to purchase the approved itenms and services. The
agency nust process this type requisition through the
solicitation database resulting in an order being created
in the order database.

8.4.2 ENTER REQUI SI TI ON HEADER ( RQS4)

To enter a requisition, key RQS4 in the Function Line and
press ENTER. Key CLEAR in the Function Line and press
ENTER. The screen wll refresh with ADD in the Function
Line. Use the TAB key to nove the cursor to the follow ng
required fields and key desired data:

REQUI SI TI ON NUMBER: Key NEXT.

FI SCAL YEAR Key current or next fiscal year.

TITLE LINE 1. Key title of requisition.

STATUS CODE: Default is 100.

DOCUMENT TYPE: Key requisition docunent type. Mist be a
valid entry in the BTAB Table DT. See Section 31 for
list.

PURCHASI NG AGENCY: Key purchasing agency. Must be a valid
entry in AGCY Table. If |local purchase, key |ocal
pur chasi ng agency nunber. For Central Purchasing, key
32110.

REQUI SI TI ONI NG AGENCY: Key requisitioning agency nunber.
Must be a valid entry in the AGCY Tabl e.

AGENCY CONTACT: Key nane of agency contact for questions
concerning the requisition.

CONTACT PHONE: Key contact phone nunber.
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CLASS/ SUB- CLASS: Key the predominate five digit TCC Code
for the requisition. Mist be a valid entry in the
Ccowe.

DELI VERY- TO AGCY/ SUB: Key ship-to agency and sub-agency
nunber. Must be valid in AGCY AADR Table. Mst be a
valid entry in the BREG Table. For delivery to a group
of agencies, use the group nunber assigned to that
particul ar agency group. Mst be valid in the AGRP
Tabl e.

| N\VO CE- TO AGCY/SUB: Key bill-to agency and sub-agency
nunber. Miust be valid in the AADR Tabl e.

DELI VERY DAYS ARO Key nunber of days after receipt of the
order that the itens are to be delivered. (NOTE: Only
one of the following can be entered: delivery days
ARO, weeks ARO or a particular date.)

DPA NUMBER: Key DPA from Bid nunber only if the docunent
type is P1D

The following fields are optional for this transaction:
AGENCY REQ NUMBER: Key | ocal requisition nunber.
TITLE LINE 2: Key second line of title

DELI VERY WEEKS ARO Key nunmber of weeks ARO the itens are
to be delivered.

DELI VERY DATE: Key a specific delivery date.

DELI VERY CONTACT: Key person to contact before delivery is
made.

DELI VERY PHONE: Key phone nunber of delivery contact
per son.

AGENCY STARS PROCESS. Key Y if previously processed in
STARS or else TOPS will default to N

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.
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8.4.3 ENTER REQUI SI TION LI NES (RLI2) AND MULTI PLE
REQUI SITION LINES (RLIM

If the user is not currently viewing the RLI2 transaction
key RLI2 in the Function Line and press ENTER Key CLEAR in
the Function Line and press ENTER The screen will refresh
with ADD in the Function Line. Use the TAB key to nove the
cursor to the following required fields and key desired
dat a:

REQUI SI TI ON NUMBER: Key desired requisition nunber.

LINE NUMBER: Key next |ine nunmber. It is a good habit to
key line nunbers in increnents of 5 in case you need
to insert lines later.

STATUS CODE: Defaults to 100.

COMMODI TY CODE: Key desired compdity code. Mist be active
in Commodi ty dat abase.

QUANTITY - FROM Key desired quantity.

UNIT OF MEASURE: Key desired unit of neasure. Mist be in
BTAB Table UM If the unit of neasure does not exist
for the commodity code, TOPS will add the wunit of
nmeasure to the comodity code.

ESTIMATED UNIT PRICE: Key your best estimate of the unit
price.

The following fields are OPTIONAL for this transaction:

QUANTITY - TO Key to quantity if a range for vendor to bid
i s desired.

DELI VERY AGENCY: Key delivery agency if that requisition
line is to be shipped to a different |ocation than the
one keyed on RQS4. Must be valid in AGCY Tabl e.

DELI VERY SUB- AGENCY: Key delivery sub-agency if different
from the one keyed on RQ@4. Mist be valid in AADR
Tabl e.

SAMPLE REQUI RED: Key Y if a sanple of the itemis required.

GROUPI NG | NDI CATOR: Key two character code if this line is
to be grouped with other lines for bid tab and all-or-
none award. Normally this is set in Central
Pur chasi ng.

DESC LI TERATURE REQD: Key Y if descriptive literature is
required.
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CATALOG NUMBER: If CRO requisition and item is sold as
percent off price list, the part nunber from the
cat al og nust be entered.

CATALOG PRICE: If CRO requisition and item is sold as
percent off price list, the price fromthe price I|ist
must be entered. TOPS will wuse the contract discount
percent and conpute the net unit price.

CONTRACT NUMBER: 1If CRO requisition, the user nay enter the

desired contract nunber. TOPS will consider only itens
on that contract nunmber. If a contract nunber is not
entered, TOPS will "shop" for the best price for the

commodity code from all avail able contracts the agency
is authorized to use.

CONTRACT LINE NUMBER: If CRO requisition, the user nmay
enter the desired line nunber on the contract. TOPS
wi Il consider only that |ine numnber.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

Additionally, to enter up to three (3) requisition |ines at
the same tinme, the user can utilize the RLIM screen. If the
user is not currently viewng the RLIM transaction, Key
RLIM into the Function Line and press ENTER Key CLEAR in
the Function Line and press ENTER The screen will refresh
with ADD in the Function Line. Use the TAB key to nove the
cursor to the following required fields and key desired
dat a:

REQUI SI TI ON NUMBER: Key desired requisition nunber.

LI NE NUMBER: Key the next line nunber. On requisitions with
many lines, it is a good habit to use line nunbers in
increments of 5.

COMWODI TY ITEM CODE: Key the six (6) digit item nunber
only. Class and Sub-class wll be automatically
i nserted.

FROM QUANTI TY: Key desired quantity.

UNIT OF MEASURE: Key desired unit of neasure. Mist be in
BTAB Tabl e UM

ESTI MATED UNIT PRI CE: Key in your best estimated price.
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Al other fields are OPTI ONAL

After all three line itens have been entered, you may re-
key ADD in Function Line and ENTER three nore |ines of
itenms on the requisition. Continue this process until al
line itens have been entered.

8.4.4 REQU SITION LI NE DESCRI PTI ON M2DI FI CATI ON ( RMOD)

The agency nmay nodify the description of a commopdity code
for each line of a specific requisition. This can be done
by using the RMOD transacti on.

To nodify the description of a conmmpdity code, key RMOD in
the Function Line and press ENTER Key GET in the Function
Line and the requisition nunber and |ine nunber and press
ENTER. The existing conmodity description wll be
di spl ayed. Key CHANGE in the Function Line, TAB to the text
area and key the desired description in the text area. Wen
all text has been entered, press ENTER |If errors exist,

TOPS wll display error nessages at the bottom of the
screen. The user nust correct the entered data and press
ENTER. If errors do not exist, TOPS wll update the

dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"L0O30 ALL LI NES ADDED’.

8.4.5 REQUI SITION LI NE NOTES (RLTX)

The agency may record notes in the requisition I|ine
el ectronic note pad for review by the buyer. This can be
done by using the RLTX transaction. Information keyed in
RLTX will not print on a solicitation.

***  NOTE: FOR ENTERI NG REQUI SI TI ON SPECI FI CATI ONS, SEE
SECTI ON 8. 10, DETAI LED I NSTRUCTI ONS ON ATTACHI NG
SPECI FI CATI ONS TO A REQUI SI TI ON

To create requisition line notes, key RLTX in the Function
Line and press ENTER Key GET in the Function Line and the
requi sition nunmber and |ine nunber and press ENTER If text
exists, it will be displayed. Key CHANGE in the Function
Line, TAB to the text area and key the desired text in the
text area. It's a good practice to key the date and your
initials before keying the note. Wwen all text has been
entered, press ENTER If errors exist, TOPS wll display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L030 PROCESSI NG ATTEMPTED. "
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8.4.6 REQUI SI TI ON NOTES ( RNTE)

The agency should key the justification or reason for the
requisition in the requisition electronic note pad for
review by all approvers and Central Purchasing. Any other
notes regarding the requisition or notes between approvers,
buyers and agency procurenent personnel may be keyed in
RNTE. This can be done by using the RNTE transacti on.

To create requisition notes, key RNTE in the Function Line
and press ENTER Key GET in the Function Line and the
requi sition nunber and press ENTER If text exists, it wll
be di splayed, if not, a screen ready for text to be entered
will be displayed. Key CHANCGE in the Function Line, TAB to
the text area and key the desired text in the text area

It's a good practice to key the date and your initials
before keying the note. Wen all text has been entered,

press ENTER If errors exist, TOPS wll display error
nmessages at the bottom of the screen. The user mnust correct
the entered data and press ENTER |If errors do not exist,
TOPS will update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LI NES ADDED’.

NOTE: TEXT IN THE RNTE SCREEN NMAY BE CHANGED FOR UP TO
THREE DAYS ONLY BY THE PERSON VWHO ENTERED THE TEXT.

8.4.7 ENTER ACCOUNTI NG | NFORVATI ON ( RACG

For a detailed description of the processes involved in the
accounting interface see Section 25, Accounting Interface.

If the user is not currently viewi ng the RACG transaction
key RACG in the Function Line and press ENTER Key CLEAR in
the Function Line and press ENTER The screen wll be
refreshed with ADD in the Function Line. Use the TAB key to
nove the cursor to the following required fields and key
desi red dat a:

REQUI SI TI ON NUMBER: Key the desired requisition nunber.

ACCT LINE NUMBER Key accounting suffix nunber. Normally
01, 02, 03, etc. Up to 99.

CHANGE NUMBER: Default is 00.

ACCOUNT TYPE: Leave blank unless accounting defaults are
active.

STATUS CODE: Default is O.
ACTI ON CODE: Key Cto create an accounting record.
FUND CODE: Key desired fund nunber.
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OBJECT CODE: Key desired object code.

DEPARTMENT: Key desired departnment code from all ot ment.
DI VI SI ON: Key desired division code from all ot nent.
COST CENTER Key desired cost center.

LINE AMOUNT: Key line anpbunt to be paid from this
accounting distribution.

STARS | D: Key your STARS | D

The following fields are OPTIONAL for this transaction:
AGENCY OBJECT CODE: Key desired agency object code.
PRQJIECT: Key desired project code.

SUB- PROJECT: Key desired sub-project code.

GRANT: Key desired grant code.

SUB- GRANT: Key desired sub-grant code.

FROM LI NE: An accounting distribution may pay for specific

requisition lines. Key t he begi nni ng (from
requi sition line nunber that will be paid for by these
funds.

TO LINE: Key the ending (to) requisition |line nunber that
will be paid for by these funds. ALL requisition |ines
inclusive of the fromand to Iine nunbers will be paid
for by these funds.

USER FIELD 1: This field is for agency use. Key the desired
agency information.

USER FIELD 2: This field is for agency use. Key the desired
agency information.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and LO30 ALL LINES ADDED’ at the bottom of the
screen and place CHANGE in the Function Line.

8.4.7.1 CREATE PRE- ENCUMBRANCE ( NOT REQUI RED)

9-74



TOPS USER MANUAL REVI SED 05/ 01
SECTI ON 8: Requisition Processing

To create a pre-encunbrance, assure that the RACG record
has a Cin the Action Field and status code is 1.

To post to the STARS shadow file, change the RQ@S4 status
code to 106 and press ENTER, RQ@4 will send the accounting
information to STARS and validate the entire accounting
di stribution. Shadow post does not apply to the Contract
Encunbrance RACG If errors were encountered in the
process, the status code on RQS4 wll be set to 107. To
clear the errors, retrieve the RACG transaction for each
accounting distribution and respond to the error nessage
displayed in the Reason Codes near the bottom of the
screen. The RACG status code nust be changed back to ‘1" in
order to be re-sent to STARS after errors are corrected.

8.4.7.2 | NCREASE PRE- ENCUMBRANCE

To increase a pre-encunbrance, assure that the RACG record
has an | (Increase) in the Action Field and a status code
of ‘1.

To post to the STARS shadow file, change the RQ@S4 status
code to 106 and press ENTER, RQ@4 will send the accounting
information to STARS and validate the entire accounting
di stribution. Shadow post does not apply to the Contract
Encunbrance RACG If errors were encountered in the
process, the status code on RQS4 wll be set to 107. To
clear the errors, retrieve the RACG transaction for each
accounting distribution and respond to the error nessages
di spl ayed. The RACG status code nust be changed back to ‘1’
in order to be re-sent to STARS after errors are corrected.

8.4.7.3 DECREASE PRE- ENCUMBRANCE

To decrease a pre-encunbrance, assure that the RACG record
has an R (Reduction) in the Action Field and status code of
1.

To post to the STARS shadow file, change the RQ@S4 status
code to 106 and press ENTER, RQ@4 will send the accounting
information to STARS and validate the entire accounting
di stribution. Shadow post does not apply to the Contract
Encunbrance RACG If errors were encountered in the
process, the status code on RQS4 wll be set to 107. To
clear the errors retrieve the RACG transaction for each
accounting distribution and respond to the error nessages
di spl ayed. The RACG status code nust be changed back to ‘1’
in order to be re-sent to STARS after errors are corrected.

8.4.7.4 CANCEL PRE- ENCUVBRANCE
To cancel a pre-encunbrance, set the requisition status to

cancel (196 - 199 if not in purchasing or 296 - 299 if in
pur chasi ng) .
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To cancel a requisition, change the RQS4 status code to 196
- 199 or 296 - 299 and press ENTER, RQS4 will automatically
back out the accounting information in STARS. This does not
apply to the Contract Encunbrance RACG If errors were
encountered in the process, error nessages wll appear at
the bottom of the screen. To clear the errors retrieve the
RACG transaction for each accounting distribution and
respond to the error nmessages di spl ayed.

8.4.8 NMNAI NTAI N APPROVALS

During this process certain approvals may be automatically
added to the Approval Table (PAPV). In addition, approvals
may be nanually added to the PAPV Table. Before the
requi sition can be processed to the next step, all approval
records in the PAPV Table nust be approved or cancelled

The requisition status code wll change to 111 when the
first approval is met. Changes to quantity, unit price, or
unit of measure may not be done while the status code is at
111. In order to make these types of changes the RQ4

status code must be changed to 105. This wll reset all
approvals previously net. If an approval screen is
di sapproved, the requisition status code wll change to

112. 1If the docunment nay be corrected by the user, the user
can nmake the corrections and change the RQS4 status code to

109. This will alert the disapprover that a correction has
been made and request reconsideration of approval. Wen the
final approval is granted, the status <code on the

requisition is automatically set to 149.

***  NOTE: See Section 29, Approval Processing for a
detail ed description of the approval process.

Approval s applied in this phase:
AGENCY OR ORGANI ZATI ON TYPE ( AA)
BUDGET TYPE (BU)

COWDDI TY TYPE (CA)

USED EQUI PMENT TYPE ( UE)
TRADE-IN TYPE (TI)

8.5 FORWARDI NG TO PURCHASI NG

When all approvals have been obtained, the requisition is
ready to forward to purchasing.

To know when a requisition is ready to send to purchasing
inquire the requisition database by wusing the RAST
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transaction. If the user is not currently viewi ng the RAST
transaction, key RAST in the Function Line and press ENTER
Key INQU RE in the Function Line and key your agency numnber
in the AGENCY field and status code 149 in the STATUS CODE
field and press ENTER The screen wll display all
requi sitions for your agency currently at status code 149
(ready to be forwarded to purchasing).

To forward a requisition to purchasing, using the RQ4
transaction set the status code to 150 and press ENTER If
all edits pass, the status code will be set to 200 (sent to
Central Purchasing).

8.6 PURCHASI NG

Wen the requisition arrives at purchasing, it wll
i medi ately appear on the Buyer W rkload Report as not
having a buyer assigned. The first step is for the buying
unit supervisor to assign a buyer. The buyer nust then
review the requisition and deternmine the appropriate
purchasing technique. This is related to TOPS by setting
the solicitation and award codes. Finally, by setting the
status code to 203, the requisition is prepared to attach
to a solicitation.

*** NOTE: BY SETTING THE STATUS CODE ON RQS2 TO 265, TOPS
WLL BULD A SOLICITATION ONLINE. ALSO SVEN(S) AND
SLIN(S) ARE CREATED.

8.6.1 SUPERVI SOR REVI EW

The supervisor should review all requisitions at status
code 200. Using the RBUS transaction, inquire the
Requi sition database and select the requisitions assigned
to the supervisor's buying unit and at status code 200. To
review the requisition, the supervisor should inquire the
foll owi ng transactions: RQS2, RLI2 (for each |ine) and
RNTE.

8.6.1.1 ASSI GNI NG THE BUYER, SOLI Cl TATI ON CODE AND AVWARD
CODE

If the supervisor is not «currently viewing the RQS2
transaction, key RQ@2 in the Function Line and press ENTER
Key INQURE in the Function Line and key the desired
requisition nunber in the requisition nunber field and
press ENTER. The screen wll refresh with the desired
requi sition. Key CHANGE in the Function Line. Use the TAB
key to nove the cursor to the following fields and key the
desi red dat a:

STATUS CODE: Key 201 in the status code field.

9-77



TOPS USER MANUAL REVI SED 05/ 01
SECTI ON 8: Requisition Processing

BUYER CODE: Key the code of the buyer that the requisition
i s being assigned to work.

SOLI Cl TATION CODE: Key the desired solicitation code based
on the docunent type and type of solicitation
requi red, see PR Table of BTAB for codes.

AWARD CODE: Key the desired award code based on the
docunent type and solicitation code keyed, see OC
Tabl e of BTAB for codes.

The following fields are OPTIONAL for this screen:

SPEC | NTEREST CODE: Must be 'Y or 'N . Defaults to 'N on
ADD.

ONE Tl ME | NTEREST CODE: Must be 'Y or 'N . Defaults to 'N
on ADD

SWC NUMBER: Must be valid in TA Table of BTAB. Mist be
keyed for P1A, P1M & P1S type requisitions.

WAVI ER NUMBER: Sel f expl anatory.
WAVI ER APPROVAL DATE: Date wavi er was approved.
WAVI ER TYPE: Must be valid in WI Tabl e of BTAB.

After all appropriate fields are conpleted, press ENTER for
the system to capture this data. The system will display
" SC08 TRANSACTI ON SUCCESSFUL" and "LG30 ALL LI NES ADDED’ at
the bottom of the screen and place CHANGE in the Function
Line. This concludes the process of assigning a buyer,
solicitation code and award code to a requisition. The next
step is to schedul e the requisition.

8.6.1.2 SCHEDULI NG THE REQUI SI TI ON

At this point, the supervisor may schedul e the requisition.
The buyer supervisor may choose to scheduling at either the
requisition stage or the solicitation stage. When
scheduling a requisition, three major events occur.

First, the docunent type and nature of purchase are used to
retrieve the procurenent |ead-tine table (BSTD) for that
conbi nation, (for exanple, invitation for bid and conplex
commodity purchase). The docunment type and nature of
purchase result from the characteristics of the requisition
and what is being purchased.

Second, the procurenent lead tines in the BSTD Table are

accepted or decreased by the opriority. Priority 3 is
routine. Priority 2 decreases the procurenent lead tine by
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25% Priority 1 decreases the procurenent lead tine by 50%
Priority is an expression of the urgency of need.

Third, the degree of difficulty is used to express all
ot her characteristics associated with the requisition, such
as the other workload of the buyer, the capabilities of the
buyer, the buyer's work schedule, etc. A degree of
difficulty of 1.0 is routine and the schedule is not
affected. A degree of difficulty of 1.2 adds 20% to the
procurenent lead tinme. A degree of difficulty of .7 reduces
the procurenment lead time by 30% Using these three
paranmeters, TOPS will generate a schedule. The schedul ed
dates will be checked against the Holiday Table (BHOL); if
a scheduled date is listed, TOPS will increnent the date by
one and check the BHOL Table again. This wll continue
until the scheduled date is not in the BHOL Tabl e.

The supervisor should set these paraneters to accurately
express the circunstances of the requisition and its
processing. A requisition nmay be scheduled nmany tines while
in the scheduling nobde. Once the status code is changed to
i ndicate other processing, the schedule is "frozen" and it
may never be reschedul ed. Individual revised schedul e dates
may be keyed to change the schedule, but the original
schedule will always remain intact.

To schedule a requisition, if the supervisor is not view ng
the RQ@S3 transaction, key RQ@S3 in the Function Line and
press ENTER. Key INQURE in the Function Line and the
desired requisition in the requisition nunber field and
press ENTER. Key CHANGE in the Function Line, TAB to the
status code field and key 235 TAB to the nature of
purchase, priority and degree of difficulty fields and key
the appropriate values. Al codes nmay be found in BTAB.
When all fields have been entered correctly, press ENTER
If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

If the schedule is acceptable, proceed or else repeat the
above step and change the nature of purchase, priority and
degree of difficulty to change the schedul e.

8.6.1.3 FORWARDI NG THE REQUI SI TI ON TO THE BUYER
When the supervisor has conpleted the review, using the
RQS2 transaction set the requisition status code to 202 and

press ENTER This will tell the buyer that the requisition
has been assi gned.
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8.6.2 BUYER REVI EW

Periodically the buyer should inquire the RBST transaction
with a status code of 202 to determne if any new
requi sitions have been assigned. If requisitions have been
assigned, using any or all of the follow ng transactions
(RS2, RQS3, R4, R@E5, RNTE, RLI2, RLI3, RMOD, RLTX, and
RACG) review the requisition. As in the case of any review,
the buyer should be sensitive to any characteristics that
woul d hi nder the procurability of the requisition.

8.6.3 RETURNI NG REQUI SI TI ON TO USER FOR REWORK

If the requisition nust be changed, the supervisor or buyer
may change certain itens or the requisition my have to be
returned to the departnental wuser to be changed. The
requisition may be returned to the user just to nake the
change, or the requisition may be returned to the user to
make the changes and force it through the approvals and
pre-encunbrance again. The status codes to return the
requisition to the user are 220 - 226, typically status
code 223 is used.

To provide the user with information regarding the change,
it is suggested that notes be recorded using the RNTE
transaction. To create requisition notes, key RNTE in the
Function Line and press ENTER Key GET in the Function Line
and the requisition nunber and press ENTER |If text exists,
it will be displayed, if not a screen ready for text to be
entered will be displayed. Key CHANCGE in the Function Line,
TAB to the text area and key the desired text in the text
area. Its a good practice to key the date and your nane
before keying the note. Wien all text has been entered,
press ENTER If errors exist, TOPS wll display error
nmessages at the bottom of the screen. The user mnust correct
the entered data and press ENTER |If errors do not exist,
TOPS will update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L030 ALL LI NES ADDED’.

8.6.4 PRI CE SHEET STYLES

The buyer has the option to identify either of two basic
price sheet styles: vertical (traditional) and horizontal
Wthin each the buyer nay have alternative headings for the
price sheet. For exanple, if the pricing on a purchase is
to be discount off catalog, the heading on the price sheet
can be changed to ask for Percent Discount. If the pricing
is firm pricing, the header may be changed to read Unit
Price. In addition, the horizontal price sheet offers five
colums to ask for other data such as dissolution factors,
etc. The price sheet nmay vary by line on the requisition.
The default values will be the vertical price sheet asking
for unit price. The price sheet style values may be 1 or 2
for vertical or 3 or 4 for horizontal.
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To set the price sheet style for a given line, if the
supervisor is not viewing the RLI3 transaction, key RLI3 in
the Function Line and press ENTER Key INQURE in the
Function Line and the desired requisition in the
requi sition nunber field and press ENTER. Key CHANGE in the
Function Line, TAB to the price sheet style field and key
the desired price sheet style. Wwen all fields have been
entered correctly, press ENTER If errors exist, TOPS wll
di splay error nessages at the bottom of the screen. The
user must correct the entered data and press ENTER |f
errors do not exist, TOPS wll wupdate the database and
di splay "SC08 TRANSACTI ON SUCCESSFUL" and "LO30 ALL LINES
ADDED’ at the bottom of the screen and place CHANGE in the
Functi on Line.

8.6.5 RELATIVE VALUE BI D GRADE

Rel ative value bid grade is used to help rank bids in a
fashion to mnimze the anmount of under bidding on sone

itens and over bidding on others. The vendors wll be
notified on the solicitation that a line is subject to
relative value bid grade calculations. The bid tabulation
will consider the relative value bid grade during the

ranki ng process for a group of |ines.

To set the relative value bid grade, if the supervisor is
not viewing the RLI3 transaction, key RLI3 in the Function
Line and press ENTER Key INQU RE in the Function Line and
the desired requisition in the requisition nunber field and
press ENTER. Key CHANGE in the Function Line, TAB to the
relative value bid grade field and key the desired relative
value bid grade. Wen all fields have been entered
correctly, press ENTER If errors exist, TOPS will display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.

8.6.6 GROUPI NG

TOPS allows the buyer to group requisition |ines together
for purposes of ranking the bidding vendors for award. This
procedure is used frequently in an "all or none" award
basis. Grouped itens nust be contiguous, that is they nust
be together. Lines 1 and 6 cannot be grouped w thout
including lines 2, 3, 4, and 5 in the group. Al lines on a
requisition nmay be grouped into one group for an all or
none award of all lines. Lines may not be grouped across
requisitions. The grouping indicator nay be any two
character alpha nuneric conbination. Every line in the
group nust have the sanme groupi ng indicator
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To group lines, if the supervisor is not viewing the RLI2
transaction, key RLI2 in the Function Line and press ENTER
Key INQJIRE 1in the Function Line and the desired
requisition in the requisition nunber field and press
ENTER. Key CHANGE in the Function Line, TAB to the grouping
indicator field and key the desired grouping indicator.
Wen all fields have been entered correctly, press ENTER
If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

Repeat the above step for every line that is to be a part
of the group.

8.6.7 BID TABULATI ON TYPE

TOPS offers the buyer the ability to rank bids in several
different ways. The traditional way is to rank bids low to
high using unit price (code "L"). TOPS also offers the
ability to rank bids low to high considering pronpt paynent
di scount (code "D'), high to low using unit price (code
"H'), high to low using percent off catalog price (code
"P") and present the bids without ranking (code "N').

To set the bid tabulation type, if the supervisor is not
viewing the RLI3 transaction, key RLI3 in the Function Line
and press ENTER. Key INQU RE in the Function Line and the
desired requisition in the requisition nunber field and
press ENTER. Key CHANGE in the Function Line, TAB to the
bid tabulation type field and key the desired bid
tabulation type. Wen all fields have been entered
correctly, press ENTER If errors exist, TOPS will display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.

8.6.8 MAI NTAI NI NG APPROVALS

During this process certain approvals may be automatically
added to the Approval Table (PAPV). In addition, approvals
may have been manually added to the PAPV Table. Before the
requi sition can be processed to the next step, all approval
records in the PAPV Table nust be approved or cancelled
See Section 29, Approval Processing for a detailed
description of the approval process.

8.6.9 REQUI SI TI ON DI SAPPROVAL
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There are mnmany reasons why a requisition mght be
di sapproved. In sone cases a sinple change or correction is
all that is needed to make the requisition approvable. When
a PAPV sequence is disapproved, the requisition status code

will set to 112. The person who entered the requisition my
then inquire on the disapproved PAPV to see why the
docunent was disapproved. |If the disapproval reason is

something that can be changed or corrected, the user may
make the necessary changes, then change the status code on
RQS4 to 109. This will automatically reset the di sapproved
PAPV sequence back to W (waiting) and allow the approver to
reconsi der approving the docunment. This process my be
repeated as nmany tines as necessary.

8.7 ON-LINE PRINT OF REQUI SI TI ONS

The user may print a requisition at the departnental |eve

if the status code is less than 200 and at the central
purchasing level if the status code is 200 or above. To
print a requisition at the departnental |evel (RQ@4), the
user should change the status code of the requisition to
140. To print a requisition at the central purchasing |evel
(R@2), the wuser should change the status code of the
requisition to 210. Once the requisition has printed, the
status code on the requisition will return to its prior
status and the nessage "DOCUVENT SUBM TTED FOR PRI NT" w ||
be displayed. Printer routing information is required in
the Agency (AGCY) record of the requisitioning agency to
print at the departmental level. If a requisition is in
central purchasing, printer routing information is required
in the Agency Buyer (ABUY) record of the assigned buyer, or
in the Agency (AGCY) record for central purchasing if a
buyer has not been assi gned.

8.8 OIHER PROCESSI NG

TOPS offers other screens which are primarily for 1 NQU RY
The screens are helpful to all levels of managenent. They
are listed below with a brief explanation of each:

REQUI SI TI ON BY AGENCY AND BUYER CODE ( RABC)

Provides the wuser wth the ability to INQURE the
Requi sition database by purchasing agency and buyer code

The screen will display a list of requisitions for that
buyer.

REQUI SI TI ONS BY AGENCY NUMBER ( RANO

Provides the wuser wth the ability to INQURE the
Requi sition database by requisitioning agency nunber. The
screen wll display a |list of requisitions for that
requi sitioni ng agency nunber.
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REQUI SI TI ON BY AGENCY REQUI SI TI ON NUMBER ( RARN)

Provides the wuser wth the ability to |[INQURE the
Requi sition database by agency requisition nunber. The
screen will display a list of requisitions for that agency
requi sition nunber.

REQUI SI TI ON BY AGENCY, BUYER AND STATUS CODE ( RBST)

Provides the wuser wth the ability to |[INQURE the
Requi sition database by purchasing agency, buyer code and
status code. The screen will display a list of requisitions
for that buyer and at the status code requested.

REQUI SI TI ON BY COWODI TY CODE ( RCOM

Provides the wuser wth the ability to |[INQURE the
Requi sition database by comodity code. The screen wll
display a list of requisitions and |ine nunbers for that
comodi ty code.

REQUI SI TI ON BY | TEM NUMBER (R TM

Provides the wuser wth the ability to |[INQURE the
Requi sition database by item nunber. The screen wll
display a list of requisitions and |ine nunbers for that
i tem nunber.

REQUI SI TI ON LI NE (RLIN)

Provides the wuser wth the ability to |[INQURE the
Requi siti on database for basic information about all [|ines
on the requisition.

REQUI SI TI ON BY STATUS CODE ( RSTA)

Provides the wuser wth the ability to |[INQURE the
Requi sition database by requisition status code. The screen
will display a list of requisitions for that status code
regardl ess of buyer.

REQUI SI TI ON BY TI TLE ( RTLE)

Provides the wuser wth the ability to INQURE the
Requi sition database by the first line of the requisition
title. The screen will display a list of requisitions that
have a title line to match that title.

REQUI SI TI ON BI DDI NG VENDORS ( RVEN)

Provides the wuser wth the ability to |[INQURE the
Requi sition database by solicitation nunber, solicitation
line and bidding vendor. The screen wll display pertinent
information for all vendors bidding that |ine.

8.9 REPORTS
TOPS provides the user with reports and letters relative to

the Vendor Database. The system reports are fairly
conpr ehensi ve and desi gned to cover every basi c

9-84



TOPS USER MANUAL REVI SED 05/ 01
SECTI ON 8: Requisition Processing

requi renent. Should a special situation arise, TOPS |ends
itself to ad hoc report generation. A list of sonme system
reports and letters are:

PROPOSED AWARD REPORT FOR SOLI CI TATI ON NUMBER ( BROA)

Bl D ABSTRACT ( BR1A)

REQUI SI TI ONS BY AGENCY ( BR2A)

BUYER ACTI VITY REPORT FOR 99/99/99 - 99/99/99 (BR3A)

BUYER WORKLOAD REPORT ( BR4A)

REQUI SI TI ONS SENT TO ARCHI VES ( BR6A)

ACCOUNTI NG | NTERFACE - ENCUMBRANCES TO ACCOUNTI NG AS OF
99/ 99/ 99 (BR7C)

ACCOUNTI NG | NTERFACE - ENCUMBRANCES FROM ACCOUNTI NG AS OF
99/ 99/ 99 ( BR7D)

END OF PERI OD REPORT (BR8Z2)
REQUI SI TI ON AG NG REPORT BY PURCHASI NG AGENCY ( BR10A)

8.10 ADVANCE PROCESSI NG NEXT FI SCAL YEAR REQUI SI TI ONS

8.10.1 OVERVI EW

TOPS provides for the processing of certain next fiscal
year funded requisitions during the current fiscal year. It
allows entry of the requisitions and processing of related
solicitations up to the point of award. The buyer then
finalizes the award at the beginning of the new fiscal
year.

8.10.2 THE ADVANCE REQUI SI TI ON PROCESS

Requisitions with the following Docunment Types can be
entered into TOPS and processed prior to the fiscal year
during which they are to be pre-encunbered or for contract
initiation requirenents, encunbered.

A. Pl, P1lE, PlL, and P5E;

B. Those PlA, P1M LEA, LER, LAM LRM requisitions where
the BINS Table's Encunber Agency Term Contracts
indicator equals "Y' and the current date is equal to
or greater than the related BINS Table's Effective
Dat e; and,
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C. Those PFS, PG, PID, PFM PGV AND PIM requisitions
where the BINS Table's Encunber Prof Serv Contracts
indicator equals "Y' and the current date is equal to
or greater than the BINS Table's related Effective
Dat e.

The successful add of any of the above requisitions with a
Fi scal Year equal to the next fiscal year causes the "Next
FY Pre-enc Processed” indicator on the RQ@4 screen to
change to "N'. From that point on, the user can process the
requi sition in the normal manner up to the point of award.

Four processes wll occur differently as the advance
requi sitions are processed:

A. The user will add the pre-encunbrance (RACG record in

the wusual nmanner. However, there will be no on-line
accounting verification edits at the tine of add.
Instead, these edits will occur during the next fisca

year, when the pre-encunbrance record is sent to STARS.

B. The pre-encunbrance will not be sent to STARS. Instead,
the RACG Status Code will remain at "1", Ready for
Accounting for open narket and "3", Passed Accounting
for contract initiation. Further, the shadow posting
process (i.e., setting RQ4 Status Code to "106") is
not allowed for these requisitions.

C. There is no edit for a sufficient Pre-encunbered Anpunt
when the RVE2 Award Flag is set to "Y' or "S". Instead,
the edit conpares the RQ@N Award Anmount to the RQSN

Estimated Amount. |[If the Award Anmount exceeds the
Estinmated Anobunt by nore than ten percent (109, an
appropriate error nmessage will be displ ayed.

D. Finally, the SDOC Status Code cannot be set to award
("380" or "385"). Wien attenpted, the SDOC Status Code
will automatically change to "388", Awaiting Next FY
Funds if for an open narket requirenent. Contract
initiation requirenents will process to award and edits
in KONT will prevent prenature encunbrances.

The user can conplete the award process upon arrival of the
new fiscal year by performng the follow ng tasks for open
mar ket requi sitions:

A. Change the requisition Status Code on RQ@S2 to "220" or
"223". This returns the requisition to "160" or "163"
status codes so it can be pre-encunbered.

B. Mke any needed fund adjustnments on the lines (RLI2
Estimated Amount) and on the accounting distribution
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(RACG Line Amount) so that a sufficient dollar anpount
wi |l be pre-encunbered.

C. Change the R@4 Status Code to "150". This wll
automatically send the accounting records (RACGs) to
STARS for verification and wll register the pre-
encunbrance. The requisition status will return to the
status prior to being returned to the agency "303".

D. Conplete the award process in the normal nanner, i.e.
set the SDOC Status Code to award at "380" or "385".

The user can conplete the award process upon arrival of the
new fiscal year by performng the following tasks for
contract awards:

A. Change the contract Status Code on KONT to "542". This
Master posts the KACG records associated with this
contract. If errors occur or accounting edits are not
passed for KACG make needed corrections and repeat
this process.

B. Once step A (above) is conplete, the contract is ready
for print. Change the KONT status code to 535 to print
the contract notice of award KNOA. The Contract wll
print overni ght when the KONT status code is changed to
545.

8.11 SPECI FI CATI ONS (RTXT - RTXL)

TOPS provides the capability to attach or link up text from
the Text database to a requisition, to deternmne the
sequence the text will print on the requisition and the
solicitation docunent and if necessary, to nodify the text
for a requisition. Text may be attached to a requisition
"as is" fromthe text database or nodified for a particul ar
requi sition. The user also my create text for a
requisition which does not exist in the text database.
Whet her the text is left "as is", nodified, or created new,
it will not affect the text database and will print on the
requi sition and the solicitation as specifications.

Before attaching any text to the requisition, it would be
reasonable to select all text references, determne the
sequence the text is to be printed and then attach themto
the requisition. This process may save several printings of
the requisition.

The user may inquire on the TTCD screen for the class and
sub-class of the commpbdity they are purchasing to see if
any specifications are currently in the text database. If a
specification is found, it my be viewed by going to the
TXLN screen and doing a "CGET" on the text reference nunber
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from the text database, they can copy this nunber down and
attach that specification by neans of the RTXT screen. The
user may then nodify the specification to suit their
requi sition on the RTXL screen. If a text reference nunber
is not found for the specified class and sub-class, the
user may use the class, sub-class and the next avail able
alpha digit to create their own text reference nunber.
Pl ease note that when a user-created text reference numnber
is entered on the RTXT, the user will get a warning which
sinply neans that they have selected a text reference
nunber that is not in the text database.

8.11.1 GENERAL SPECI FI CATI ONS ( RTXT)

To add a general specification to the requisition, if the
user is not currently viewing the RTXT transaction, key
RTXT in the Function Line and press ENTER The screen wll
refresh with ADD in the Function Line. Use the TAB key to
nove the cursor to the following required fields and key
t he desired data:

REQUI SI TI ON NUMBER: Key the desired requisition nunber.

TEXT SEQUENCE: Key the sequence the text is to print on the
solicitation docunent.

TEXT REFERENCE: Key the text reference nunber fromthe text
database or a unique text reference if new text is
desired.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

The text sequence nunber and the text reference nunber
serve as keys therefore they cannot be changed. If the user
wi shes to change them they nust be deleted and added as
anot her key.

Any text reference included on the COWM Table as relating
to a specific comodity code will be automatically printed
by TOPS as a general specification.

8.12 COPY OR MODI FY TEXT (RTXL)

Ceneral specifications my be copied from an existing
requisition or nodified for a particular requisition
wi thout affecting the master record in the TEXT database

| f a permanent change to the text is warranted, see Section
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30, Text Processing for instructions on updating text in
t he Text database.

To copy a specification from one requisition to another the
user nust attach a sequence nunber and text reference
nunber to the new requisition nunber by neans of the RTXT
screen. Then on the RTXL screen do a GET on the new
requi sition, sequence and text reference nunber, key a "Y"
in the copy text field and key the old requisition,
sequence and text reference nunber and ENTER. The system
will pull the text from the old requisition nunber and
display it on the RTXL screen. The user may then nodify
this text to suit the new requisition or sinply leave it as
it is.

It is a good idea to keep a log of your specifications by
the requisition, sequence and text reference nunbers for
t he purpose of copying the text in the future.

8.13 PRODUCT COVPARI SON CHART (CPRF - CPCM

Product Conparison Charts are Jlocated in the CPRF -
conpari son chart header and CPCM - conparison chart text
screens. Each product conparison chart is identified by the
el even digit commodity code and a unique file nunber since
numer ous conparisons can be nade between different brands
and types of the same conmodity. Once the comobdity code
the user is |ooking for has been determned, |If the user is
not currently viewing the CPRF screen, key CPRF in the
Function Line and press ENTER Key INQU RE in the Function
Line TAB to the commodity code field and Key the desired
commodity code, TAB to the file nunmber field and space out
the entire file nunber with the spacebar and press ENTER
If no conparison chart file exists for the comodity
requested the next commodity code in nunerical order wll
appear in the comvodity code field. The wuser nust then
ei ther chose another nethod of providing specifications or
wite their own product conparison chart. See section 8.10
for detailed discussion of witing specifications if you
chose not to wite your product conparison chart.

If a conparison chart file does exist for the requested
cormmodity it will appear with its own unique file nunber.
The user may read the two makes and nodel s being conpared
in this file. If the cursor is in the Function Line field
and the Function Line field is blank, the user may press
ENTER to “scroll” to the next file. Nunmerous files may
exi st in the database for one conmmopdity. To view the actua
conparison chart text Key CPCM in the Function Line and
press ENTER. Key CET in the Function Line and the comodity
code and file nunber in those fields if not already there
and press ENTER. The details of the conparison chart wll
appear. The user may key GET in the function and TAB to the
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SCROLL ACTION field and Key a D (down) and press ENTER to
get the next screen of text if applicable. This process nmay
be repeated for all files under the conmodity code is
desi red.

8.13.1 ATTACH NG A PRODUCT COVPARI SON TO A REQUI SI TI ON
( RPRF- RPCM)

TOPS provides the capability for the requisitioner to
attach product conparison charts to the requisition. These
charts will print on the requisition and solicitation and
provide the vendor an area to respond wth the
characteristics of the itens bid.

If the user is not currently viewing the RPRF transaction
key RPRF in the Function Line and press ENTER Key CLEAR in
the Function Line and press ENTER The screen will refresh
with ADD in the Function Line. Use the TAB key to nove the
cursor to the following required fields and key the desired
dat a:

REQUI SI TI ON NUMBER: Key the desired requisition nunber.
COMMODI TY CODE: Key the desired compdity code.
FI LE: Key the desired product conparison chart file nunber.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"L030 UPDATE SCREEN PROCESSED' at the bottom of the screen
and place CHANGE in the Function Line.

*** NOTE: To nodify or copy a product conparison chart for
a requisition, see Section 30, Text Processing for a
di scussion of nodifying and copying product conparison
chart text.

8.13.2 CREATI NG YOUR OAN PRODUCT COVPARI SON CHART

To create your own product conparison chart you should
follow the steps outlined above except that you will make
up your own file nunber. Try to nunber your files in some
type of logical sequence. Wen keying a title for vyour
chart in the Title field, you should key your name in the
Witten By field and the two makes and nodels you are goi ng
to be conparing. Wwen all fields have been entered
correctly press ENTER After you have conpleted the RPRF
screen and received “transaction successful” you are ready
to conplete the conparison chart.

Key RPCM in the Function Line and press ENTER Key GET in
the Function Line and your requisition nunber, comodity
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code and file nunber in their respective fields and press
ENTER. Key CHANGE in the Function Line and TAB to the first
t ext line and key your first Si gni fi cant Feat ur e,
Acceptabl e M ni mum and whet her each nmake and nodel neet or
exceed the acceptable mninmum This is done for each
significant feature. To skip a line sinply space out the
dot on the text line you wish to skip. Once you have keyed
all your text or if the screen has no nore text |ines
avai l abl e, press ENTER If nore space is needed Key GET in
the Function Line, TAB to the Scroll Action and key a D and
press ENTER. This will bring your bottom text line up to
the top of the screen and provide nore text lines in which
to key. Key CHANCGE in the Function Line, TAB to the text
area and continue keying your text. Continue this process
until all text has been entered. The product conparison
chart is now attached to your requisition.

8.14 REQUI SI TI ON COPY PROCESS
8.14.1 OVERVI EW

TOPS provides for the copying of existing requisitions to
enhance processing of repetitive requirenents. This process

elimnates the need for re-keying of a requisition, its
associated RLIN records and related RACG records (if
applicable). This process will function on all allowable

docunent types as long as the requisition in not at status
code 196 - 199 or 296 - 299. Additionally, all associated
records, i.e., RLIN and RACG nust also pass all required
edits for processing.

8.14.2 COPY PROCESSI NG

If the user is not viewing the RCPY transaction, key RCPY
in the Function Line and press ENTER Key INQU RE in the
Function Line and the desired requisition nunber in the
Requi sition Nunber field and press ENTER Wen the desired
Requi sition Nunber is displayed, key CHANGE in the Function
Line and press ENTER If errors exist, TOPS wll display
error messages at the bottom of the screen. If errors do
not exist, TOPS will wupdate the database(s) and display
"SCO08 TRANSACTI ON SUCCESSFUL" at the bottom of the screen
and place CHANGE in the Function Line.

The new requisition nunber will be displayed in the new
requi sition nunber field at the bottom of the RCPY screen.

The new requisition header record will be built at status
code '105" - READY FOR FURTHER PROCESSING as well as the
RLIN records and the RACG will be at status code. The old
requi sition nunber, from which the new requisition was
built, wll be displayed in the RQ@5 screen in the old
requi sition nunber field.
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8.14.3 EDI TS

The requisition copy process edits each record associated
with a requisition prior to conpleting the copy process.

The requisition header is edited for valid agency nunbers,
DPA nunber, status not = 196 - 199/296 - 299, etc.

Then each RLIN record is edited for status not equal 105,
243, or 244, inactive comodity, delivery agency, etc. |If
the requisition docunent type is 'PIR, appropriate edits
are processed against contract, contract Iline, delivery
agency, ordering status, etc.

Then each RACG, if required, is edited for status of 1, 2,
or 3, for passing of required STARS edits and KACG
val i dation, etc.

If all edits are passed, the requisition header with RLIN
and RACG (if applicable) is created. HDET and HI ST are then
updated to reflect the new requisition and its current
status. An error encountered in any step of this process
will prevent the requisition from being copi ed.
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SECTI ON 9
SOLI Cl TATI ON PROCESSI NG

9.1 | NTRODUCTI ON

The solicitation process is used to create vendor bid
lists, send solicitations to vendors and request bids from
vendors. The solicitation process is designed to process
al | types of solicitation docunents from telephone
guot ations to sophisticated services solicitations.

9.2 PROCESSI NG OVERVI EW

This process begins wth the buyer <creating a new
solicitation, adding characteristics to the solicitation,
attaching a requisition to the solicitation, creating a bid
list and preparing the solicitation to be printed.

Wen the solicitation is <created from scratch, t he
solicitation does not have conplete information to conti nue
processing. The remainder of the information is nade

available when a requisition is attached to the
solicitation. Wen that occurs, the solicitation assunes
t he character of t he requi sition. Any subsequent

requi sitions attached to the solicitation nust have simlar
characteristics to the first requisition attached.

There are a nunber of optional data elenents which my be
set by the Dbuyer. For exanpl e, bid bond required,
performance bond required, geographic bid codes, set aside
criteria, cooperative procurenment indicator, prebid mailing
required, nmailing |abels required, etc. Each of these wll
be di scussed bel ow.

Conferences may be set up for the solicitation. Up to three
conferences may be established. Certifications my be
required by the solicitation. Up to five certifications may
be requested as a part of the solicitation. Price sheet
styles may be created for the solicitation. Vertical and
hori zontal price sheets nay be created and columm headers
changed for each

The solicitation my be scheduled using the automatic
scheduling capability of TOPS or a nmnual schedule nay be
created. In either case, at l|east the bid opening date and
time nust be entered prior to attenpting to issue the final
solicitation.

Vendors will be automatically retrieved from the Commodity
dat abase when a draft or final solicitation is printed. The
vendors retrieved wll be controlled by the set aside
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criteria entered by the buyer. Vendors reconmended by the
user and entered on the RQS6 screen will be automatically
i ncluded. Vendors may be manually added to the bid Ilist.
These vendors need not be registered as a supplier of the
comodity or service.

By setting the proper status code, the buyer nay print
multiple draft solicitations and one final solicitation.
Along with the drafts and final solicitations, the buyer
will receive a printed bid list of all vendors on the bid
list for that solicitation.

For a docunment flow of the solicitation process, see
Section 32, Docunent Flows.

9.3 PROCESSI NG DETAI L

Following are the details of the processes to create a
solicitation, attach requisitions and add characteristics
to the solicitation for printing.

9.4 CREATING A SOLI Cl TATI ON

Please note that wusually a solicitation is created
automatically and attached to a requisition automatically
by setting the RQS2 status code to 265 after certain fields
on RQS2/ 3 have been conpl eted. See Section 8.5.

To manually create a solicitation, if the wuser is not
currently viewing the SDOC transaction, key SDOC in the
Function Line and press ENTER Key CLEAR in the Function
Line and press ENTER. The screen will refresh with ADD in
the Function Line. Use the TAB key to nove the cursor to
the followng required fields and key the desired data:

SOLI CI TATION NUMBER: Key NEXT in the solicitation nunber
field.

TITLE LINE 1. Key title of solicitation
PURCHASI NG AGENCY: Key purchasi ng agency nunber.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

The solicitation record will be created with the next
sequence nunber assigned by TOPS. The docunent type wll
show "UNK", - Unknown, the solicitation code will show "U'
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- Unknown and the award code will show "U' - Unknown. When
the first requisition is attached, these data elenments wll
be changed to the values fromthe requisition.

9.5 MANUALLY ATTACHI NG A REQUI SI TION TO A SCOLI Cl TATI ON

To attach a requisition to a solicitation the SDOC status
code nust be set to 303 and the RQ@S2 status code set to
203. If the wuser is not currently viewing the SRQN
transaction, key SRON in the Function Line and press ENTER
Key CLEAR in the Function Line and press ENTER. The screen
will refresh with ADD in the Function Line. Use the TAB key
to nove the cursor to the following required fields and key
t he desired data:

SOLI Cl TATI ON NUMBER: Key the solicitation nunmber to which
the requisition is to be attached.

SEQUENCE NUMBER: This is the sequence you wsh the
requisitions to print on the solicitation. Al ways use
"001" for the first requisition.

REQUISITION NUVBER. Key the requisition nunber to be
attached to the solicitation

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

Multiple requisitions may be attached to one solicitation
If nore than one requisition is to be attached to the sane
solicitation, repeat the above step for each requisition

9.6 ADD CHARACTERI STI CS

TOPS provides the flexibility for the buyer to tailor the
solicitation to the specific purchase being processed. To
do this, <certain data elenents nust be set on the
solicitation. Following is a discussion of these data
el ement s.

9.6.1 SET ASIDE, BID TAB TYPE & PRI CE SHEET STYLE
If the set aside, bid tabulation type or price sheet style

needs to be changed, the buyer nmay nake these changes using
t he SDOC transaction.
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To make these changes, if the user is not view ng the SDOC
transaction, key SDOC in the Function Line and press ENTER
Key INQJIRE 1in the Function Line and the desired
solicitation in the solicitation nunber field and press
ENTER. Key CHANGE in the Function Line, TAB to the set
aside code field, bid tabulation type field and the price
sheet style field and key the desired codes. Wen all
fields have been entered, press ENTER If errors exist,

TOPS will display error nmessages at the bottom of the
screen. The user nust correct the entered data and press
ENTER. If errors do not exist, TOPS wll update the

dat abase and display "SD08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

Pl ease note that the Price Sheet Style, Bid Tabulation Type
and Bid Evaluation Type, if entered on RLI3 for each I|ine
item wll override what is entered in these fields on
SDQC.

9.6.2 CEOGRAPHI C BI D CODE

If a geographic bid code other than ALL is desired, the
buyer nay set the geographic bid code using the SDO2 in the
Function Line and press ENTER Geographic bid codes can be
found in the GC Table of BTAB. Key INQU RE in the Function
Line and the desired solicitation in the solicitation
nunber field and press ENTER Key CHANGE in the Function
Line, TAB to the geographic bid code and key the desired
geographic bid code and press ENTER If errors exist, TOPS

will display error nessages at the bottom of the screen.
The user nust correct the entered data and press ENTER |f
errors do not exist, TOPS wll wupdate the database and

di splay "SC08 TRANSACTI ON SUCCESSFUL" and "LO30 ALL LINES
ADDED’ at the bottom of the screen and place CHANGE in the
Functi on Line.

9.6.3 BI D BONDS

If a user attaches a Text reference number on the STXT
screen that indicates a bid bond is required and is | oaded
in BTAB under the ‘TW table, the bid bond required
indicator will automatically be set to ‘Y . This will also
build a pre-award approval for the Purchasing Division
enpl oyee responsible for verifying that a bid bond was
received. The user nust key either a bid bond percent or
anount on SDO2 screen manual |y before the final
solicitation can be printed.

BID BOND PCT: Key percent if appropriate. Percent or anount
nmust be entered; both cannot.

BID BOND AMI: Bid bond anobunt nust be entered if a percent
i s not used, but not both.
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NUVBER DAYS REQUI RED: Key the nunber of days after award
before the Bid bond is required. Both nunber of days
and date cannot be entered.

Wen all fields have been entered, press ENTER If errors

exist, TOPS will display error nessages at the bottom of

the screen. The wuser nust correct the entered data and
press ENTER If errors do not exist, TOPS will update the
dat abase and display "SC08 TRANSACTION SUCCESSFUL" and

"LO30 ALL LINES ADDED" at the bottom of the screen and

pl ace CHANGE i n the Function Line.

9.6.4 PERFORVANCE BONDS

If a user attaches a Text reference number on the STXT
screen that indicates a perfornmance bond is required and is
| oaded in BTAB under the ‘TW table, the performnce bond
required indicator will automatically be set to ‘Y . This
will also build a pre-award approval for the Purchasing
Division enployee responsible for verifying that a
performance bond was received. The user nust key either a
performance bond percent or anpunt, days required or date
requi red on SDQ2 screen nanual ly.

PERFORVMANCE BOND PCT: Key percent if appropriate. Percent
or anmount nust be entered; both cannot.

PERFORMANCE BOND AMI: Performance bond anount nust be
entered if a percent is not used, but not both.

NUVBER DAYS REQUI RED: Key the nunber of days after award
before the performance bond is required. Both nunber
of days and date cannot be entered.

DATE REQUIRED:. Key the date the performance bond is
required. Both date and nunber of days cannot be
ent er ed.

Wen all fields have been entered, press ENTER If errors
exist, TOPS will display error nessages at the bottom of
the screen. The wuser nust correct the entered data and
press ENTER If errors do not exist, TOPS will update the
dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

9.6.5 PRE-BI D MAI LI NG

TOPS provides the capability to prepare solicitation vendor
records as active or inactive. The purpose of this is to
mnimze the nunber of key strokes in the bid recording
process. |If the buyer expects that over 50% of the vendors
on a pre-bid miling will respond, the solicitation vendor

10-99



TOPS USER MANUAL REVI SED 05/ 01
SECTION 9: Solicitation Processing

records should be created as active. In that case, only the
non-respondents nust be inactivated when the pre-bid
mailing is returned. If the buyer expects that |ess than
50% of the vendors will respond, the solicitation vendor
records should be created as inactive. In that case, only
the respondents nust be activated when the pre-bid miling
i s returned.

9.6.5.1 ACTIVE

To set the pre-bid indicator to active, if the user is not
viewi ng the SDQ2 transaction, key SDO2 in the Function Line
and press ENTER Key INQU RE in the Function Line and the
desired solicitation in the solicitation nunber field and
press ENTER. Key CHANGE in the Function Line, TAB to the
pre-bid indicator field and key "A'. Wen all fields have
been entered, press ENTER If errors exist, TOPS wll
di splay error nessages at the bottom of the screen. The
user must correct the entered data and press ENTER |f
errors do not exist, TOPS wll wupdate the database and
di splay "SC08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES
ADDED’ at the bottom of the screen and place CHANGE in the
Function Line. TOPS defaults the Pre-Bid indicator to an
"“A" on SDQ2.

9.6.5.2 | NACTI VE

To set the pre-bid indicator to inactive, if the user is
not viewing the SDO2 transaction, key SDO2 in the Function
Line and press ENTER Key INQU RE in the Function Line and
the desired solicitation in the solicitation nunber field
and press ENTER. Key CHANGE in the Function Line, TAB to
the pre-bid indicator field and key "1". Wen all fields
have been entered, press ENTER If errors exist, TOPS wll
di splay error nessages at the bottom of the screen. The
user must correct the entered data and press ENTER |f
errors do not exist, TOPS wll wupdate the database and
di splay "SC08 TRANSACTI ON SUCCESSFUL" and "LO30 ALL LINES
ADDED’ at the bottom of the screen and place CHANGE in the
Functi on Line.

9.7 SCHEDULE

At this poi nt, t he supervi sor may schedule the
solicitation. Wien scheduling a solicitation, three nmjor
events occur. First, the docunent type and nature of
purchase are used to retrieve the procurenent |ead-tine
table (BSTD) for that conbination, for exanple, invitation
for bid and conplex commodity purchase. The docunent type
and nature of purchase result from the characteristics of
the requisition and what is being purchased. Second, the
procurenent lead times in the BSTD Table are accepted or
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decreased by the priority. Priority 3 is routine. Priority
2 decreases the procurenent lead times by 25% Priority 1
decreases the procurenent lead tines by 50% Priority is an
expression of the urgency of need. Third, the degree of

difficulty is used to express all other characteristics
associated with the requisition, such as the other workload
of the buyer, the capabilities of the buyer, the buyer's
work schedule, etc. A degree of difficulty of 1.0 is
routine and the schedule is not affected. A degree of

difficulty of 1.2 adds 20% to the procurenent lead times. A
degree of difficulty of .7 reduces the procurenment |[ead
times by 30% Using these three paraneters, TOPS wll

generate a schedule. The scheduled dates wll be checked
agai nst the Holiday Table (BHOL); if a scheduled date is in
the BHOL Table, TOPS will increment the date by one and

check the BHOL Table again. This wll continue until the
schedul e date is not in the BHOL Tabl e.

In conjunction with the buyer, the supervisor should set
t hese paraneters to accurately express the circunstances of
the solicitation and its processing. A solicitation nmay be
schedul ed many tinmes while in the scheduling node. Once the
status code is changed to indicate other processing, the
schedule is "frozen" and it may never be reschedul ed.
I ndi vi dual revised schedule dates may be keyed to change
the schedule, but the original schedule will always remain
i ntact.

To schedule a solicitation, if the user is not viewng the
SD03 transaction, key SDO3 in the Function Line and press
ENTER. Key INQU RE in the Function Line and the desired
solicitation in the solicitation nunber field and press
ENTER. Key CHANGE in the Function Line, TAB to the status
code field and key 330, TAB to the nature of purchase,
priority and degree of difficulty fields and key the
appropriate values. Wen all fields have been entered,
press ENTER If errors exist, TOPS wll display error
nmessages at the bottom of the screen. The user mnust correct
the entered data and press ENTER |If errors do not exist,
TOPS will update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

If the schedule is acceptable, proceed else repeat the
above step and change the nature of purchase, priority and
degree of difficulty to change the schedul e.

9.8 CONFERENCES

TOPS provides the ability to set up three conferences on a
solicitation such as pre-bid conference, site visit and
post-award conference. The schedule and | ocations for these
conferences are keyed into TOPS and wll print on the
solicitation.
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To set up a conference, if the user is not view ng the SD04
transaction, key SD0O4 in the Function Line and press ENTER
Key INQJIRE 1in the Function Line and the desired
solicitation in the solicitation nunber field and press
ENTER. Key CHANGE in the Function Line, TAB to the
following fields and key the desired data:

SOLI Cl TATI ON NUMBER: Key the desired solicitation nunber.

CONFERENCE 1 CODE: Key the desired conference code fromthe
BTAB Table TC

CONFERENCE 1 DATE: Key the date of conference.
CONFERENCE 1 TI ME: Key tine of conference.

CONFERENCE 1 ADDRESS LINE 1: Key | ocation of conference.
CONFERENCE 1 ADDRESS LINE 2: Key | ocation of conference.
CONFERENCE 1 ADDRESS LI NE 3: Key | ocation of conference.
CONFERENCE 1 ADDRESS LI NE 4: Key | ocation of conference.

Repeat for second and subsequent conferences. Wen al
fields have been entered, press ENTER If errors exist,

TOPS will display error nessages at the bottom of the
screen. The user nust correct the entered data and press
ENTER. If errors do not exist, TOPS wll update the

dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

9.9 CERTI FI CATES

TOPS provides the ability to request up to five
certificates on a solicitation such as insurance, food
i nspecti on, ori gi nal equi pnent etc. Some of t he
certificates have effective periods while others have
dollar anmpunts associated wth them The types of
certificates are found in the TR Tabl e of BTAB.

To request a certificate, if the user is not viewing the
SDO5 transaction, key SDO5 in the Function Line and press
ENTER. Key INQURE in the Function Line and the desired
solicitation in the solicitation nunber field and press
ENTER. Key CHANGE in the Function Line, TAB to the
following fields and key the desired data:

SOLI Cl TATI ON NUMBER: Key the desired solicitation nunber.
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CERTIFICATE 1 TYPE: Key desired certificate code from the
BTAB Tabl e TR

CERTIF 1 AMOUNT: Key anmount of certificate.
CERTIF 1 DUE DATE: Key certificate due date.

CERTIF 1 FROM DATE: Key date the certificate should be good
from

CERTIF 1 TO DATE: Key date the certificate should be good
until .

Repeat for second and subsequent certificates. Wen all
fields have been entered, press ENTER If errors exist,

TOPS will display error nmessages at the bottom of the
screen. The user nust correct the entered data and press
ENTER. If errors do not exist, TOPS wll update the

dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

9.10 PRI CE SHEET STYLES

TOPS provides the capability to select up to four price
sheet styles - two vertical and two horizontal. The prices
sheet style may be set on the solicitation header record
and on the detail line record. Each line on a solicitation
may have one of the price sheet styles. If a |ine does not
have a price sheet style, TOPS defaults to the price sheet
style on the solicitation header.

To key what you want printed in the header on your price
sheet(s), if the user is not viewing the SDO6 transaction,
key SDO6 in the Function Line and press ENTER Key | NQU RE
in the Function Line and the desired solicitation in the
solicitation nunber field and press ENTER Key CHANGE in
the Function Line, TAB to the colum fields for each type
and key the desired colum header. Wen all fields have
been entered, press ENTER If errors exist, TOPS wll
di splay error nessages at the bottom of the screen. The
user must correct the entered data and press ENTER |f
errors do not exist, TOPS wll wupdate the database and
di splay "SCO08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES
ADDED’ at the bottom of the screen and place CHANGE in the
Functi on Line.

To select the price sheet style on the solicitation |ine,
if the user is not viewing the RLI3 transaction, key RLI3
in the Function Line and press ENTER Key INQU RE in the
Function Line and the desired requisition nunber and
requi sition line nunber and press ENTER Key CHANGE in the
Function Line, TAB to the price sheet style and key a TYPE
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1 - 4. Wien all fields have been entered, press ENTER If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

9.11 BI D TABULATI ON TYPE

To select the bid tabulation type on the solicitation |ine,
if the user is not viewing the RLI3 transaction, key RLI3
in the Function Line and press ENTER Key INQU RE in the
Function Line and the desired requisition nunber and
requi sition line nunber and press ENTER Key CHANGE in the
Function Line, TAB to the bid tabulation type field and key
the desired bid tabulation type. Bid Tabulation Types nmay
be found in the TB Table of BTAB. Wen all fields have been
entered, press ENTER If errors exist, TOPS wll display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED’ at the
bottom of the screen and place CHANGE in the Function Line.

9.12 ATTACH TEXT

TOPS provides the capability to attach or link up text from
the Text database to a solicitation, to determne the
sequence the text will print on the solicitation docunent
and if necessary, to nodify the text for a solicitation.
The nodifications do not update the Text database. There
are two basic types of text the buyer would attach to a
solicitation: terns and condi tions and genera
specifications. Text is attached to the solicitation by
using the text reference nunber from the Text database.
This six position field is the key to the Text database and
contains an al pha character in the first position for terns
and conditions. A nunber in the first position designates a
general specification.

Ternms and conditions describe the |egal environnment of the
solicitation. Ceneral specifications are used to describe
the product or service at the class and sub-class |evel
Renenber, any text references attached to a conmmodity on
the COVM screen will automatically print as a specification
on the solicitation. Item descriptions are carried in the
commodi ty dat abase as wel | .

Before attaching any text to the solicitation, it would be
reasonable to select all text references, determne the
sequence the text is to be printed and then attach themto
the solicitation. This process nay save several printings
of the draft solicitation.
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9.12.1 TERMS AND CONDI Tl ONS

To add a term and condition to the solicitation, if the
user is not currently viewing the STXT transaction, key
STXT in the Function Line and press ENTER Key CLEAR in the
Function Line and press ENTER The screen will refresh with
ADD in the Function Line. Use the TAB key to nove the
cursor to the following required fields and key the desired
dat a:

SOLI Cl TATI ON NUMBER: Key the desired solicitation nunber.

TEXT SEQUENCE: Key the sequence the text is to print on the
solicitation docunent. The sequence nunber nust begin
with a zero (0).

TEXT REFERENCE: Key the text reference nunber of the text
to be printed.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

The text sequence nunber and the text reference nunber
serve as keys therefore, they cannot be changed. If the
user wishes to change them they nust be deleted and added
as anot her key.

9.12.2 CENERAL SPECI FI CATI ONS

To add a general specification to the solicitation, if the
user is not currently viewing the STXT transaction, key
STXT in the Function Line and press ENTER Key CLEAR in the
Function Line and press ENTER The screen will refresh with
ADD in the Function Line. Use the TAB key to nove the
cursor to the following required fields and key the desired
dat a:

SOLI Cl TATI ON NUMBER: Key the desired solicitation nunber.

TEXT SEQUENCE: Key the sequence the text is to print on the
solicitation docunent. The sequence nunber should
begin with a nunber greater than zero (0).

TEXT REFERENCE: Key the text reference nunber of the text
to be printed.

After all appropriate fields are conpleted, press ENTER |If

errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
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and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

The text sequence nunber and the text reference nunber
serve as keys therefore they cannot be changed. If the user
wi shes to change them they nust be deleted and added as
anot her key.

Any text reference included on the COMR screen as relating
to a specific comodity code will be automatically printed
by TOPS as a general specification.

9.13 MODI FY TEXT

Terms and conditions and general specifications nay be
nodified for a particular solicitation wthout affecting
the master record in the Text database. |If a permanent
change to the text is warranted, see Section 30, Text
Processing for instructions on updating text in the Text
dat abase.

To nodify text for a solicitation, see Section 30, Text
Processing for a discussion of nodifying text.

9.14 ATTACHMENT TEXT

TOPS provides the capability for the buyer to enter text of
any nature and have it print on the solicitation. This text
may be informational in nature or |egally binding.

To add attachnment text to a solicitation, see Section 30
Text Processing for a discussion of adding attachment text.

9.15 PRODUCT COVPARI SON CHART

TOPS provides the «capability for the buyer to attach
product conparison charts to the solicitation. These charts
will print on the solicitation and provide the vendor an
area to respond with the characteristics of the itens bid.

If the user is not currently viewing the SPRF transaction
key SPRF in the Function Line and press ENTER Key CLEAR in
the Function Line and press ENTER The screen will refresh
with ADD in the Function Line. Use the TAB key to nove the
cursor to the following required fields and key the desired
dat a:

SOLI Cl TATI ON NUMBER: Key the desired solicitation nunber.
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COMMODI TY CODE: Key the desired compdity code.
FI LE: Key the desired product conparison chart file nunber.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

To nodify a product conparison chart for a solicitation,
see Section 30, Text Processing for a discussion of
nodi fyi ng product conparison chart text.

9.16 ON-LINE PRINT OF SOLI Cl TATI ONS

The  user may  print solicitations and solicitation
anendnents, in draft or final form on-line rather than
over-night. This is done by changing the status code on the
Solicitation Header Table or the Solicitation Amendnent
Table. To print the above docunments on-line the appropriate
status codes are:

SOLI CI TATI ON DRAFT: 340/ SDOC

SOLI Cl TATI ON RANDOM DRAFT: 341/ SDOCC

SOLI Cl TATI ON RANDOM FI NAL: 344/ SDCC

SOLI CI TATI ON FI NAL: 345/ SDOC

SOLI Cl TATI ON AMENDVENT DRAFT: 340/ SAMD

SOLI Cl TATI ON AMENDMVENT FI NAL: 345/ SAMD

The docunment will print and update as though it had been
printed over-night. The only restrictions are that the
solicitation nmust be attached to a requisition and nust not
have nore than twenty (20) Solicitation Vendor records
(SVEN). Printer routing information is required in the
Purchasing Agency record (AGCY) or in the Agency Buyer
record (ABUY).

9.17 OTHER PROCESSI NG

SOLI Cl TATI ON BY Bl D OPENI NG DATE ( SBOS)

Provides the wuser wth the ability to |[INQURE the

Solicitation database by bid opening date. The screen wll
display a list of solicitations for that bid opening date.
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SOLI CI TATI ON BY PURCHASI NG AGENCY, BUYER AND STATUS CODE
( SBST)

Provides the wuser wth the ability to INQURE the
Solicitation database by buyer and status code. The screen
will display a list of solicitations for that buyer and
status code.

SOLI Cl TATI ON LI NE NUMBER (SLIN)

Provides the wuser wth the ability to |INQURE the
Solicitation database by Iline nunber of the itens on
solicitation.

SOLI Cl TATI ON BY STATUS CODE ( SSTA)

Provides the wuser wth the ability to |[INQURE the
Solicitation database by solicitation status code. The
screen will display a list of solicitations for that status
code.

SOLI CI TATI ON BY TI TLE ( STLE)

Provides the wuser wth the ability to |[INQURE the
Solicitation database by the first title line. The screen
will display a list of solicitations whose first title line
mat ches that title |ine.

SOLI CI TATI ON BI DDI NG VENDORS ( SVEN)

Provides the wuser wth the ability to |[INQURE the
Solicitation database for all bidding vendors on a
solicitation. The screen will display pertinent informtion
about all vendors on the bid Iist.

9.18 REPORTS

DRAFT BID LI ST FOR SCOLI CI TATI ON NUMBER XXXXXXX ( BSOA)
FINAL BI D LI ST FOR SCLI CI TATI ON NUMBER XXXXXXX ( BSOA)
Bl D OPENI NG SCHEDULE BY BUYER ( BS1A)

PARTI AL AWARD REPORT ( BS2A)

SCLI CI TATI ON DOCUMENTS - DRAFT AND FI NAL (BS4A)

Bl D TABULATI ON REPORT ( BS5A)

SOLI CI TATI ON AMENDMENT - DRAFT AND FI NAL ( BS6A)
SOLI CI TATI ON MAI LI NG LABELS (BS7A)

SCLI CI TATI ONS SENT TO ARCHI VES ( BS8A)

SPECI AL | NTEREST REPORT ( BS9A)

LATE M LESTONE REPORT ( BS9B)
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SECTI ON 10
PRI NT SOLI Cl TATI ON

10.1 | NTRODUCTI ON

A solicitation docunent may be printed in draft or final
form The draft solicitation is a single copy acconpanied
by the draft bid list. A final copy is printed for each
vendor on the bid list and is acconpanied by a final bid
list. Solicitation docunents may be printed by setting the
status code on the solicitation header.

10. 2 PROCESSI NG OVERVI EW

Wen a buyer has prepared the solicitation record in the
desired manner, the next logical step is to print the
solicitation in draft form for revi ew. The draft
solicitation may be printed by setting the status on the
SDOC transaction to 350. At this status code, TOPS wll
automatically create a bid list based upon the criteria on
the solicitation record. The vendors are chosen based upon
the conmodity cl asses/sub-classes being purchased, the set
asi de codes and the geographic bid area codes.

When the buyer has prepared the solicitation in draft and
is ready to print the final solicitation, the fina

solicitation may be printed by entering a bid opening date
and tinme on the SDO3 transaction and by setting the status
on the SDOC transaction to 360. At this status code, TOPS
will automatically create a bid I|ist based wupon the
criteria on the solicitation record. The vendors are chosen
based upon t he comuodity cl asses/ sub-cl asses bei ng
purchased, the set aside codes and the geographic bid area
codes selected. The bid list prepared during the draft
printing process may be updated depending upon the status
of the vendors and changes in the selection criteria.

TOPS provides the capability to print a draft and final
solicitation without creating an automatic bid list. This
capability is useful during a single source purchase, when
sources are limted or when sources have in sone manner
been pre-qualified. To print a draft solicitation wthout
automatically creating a bid list, set the status code to
350. To print a final solicitation w thout automatically
creating a bid list, set the status code to 360. For those
solicitations which TOPS should not build bid lists, TOPS
will bypass and the user nust build the bid lists. For
exanpl e, telephone quotations, proprietary bids, single
source bids, second step of multi-step bidding, etc.
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In the process of printing a solicitation (draft or final),
TOPS automatically nunbers all the solicitation lines. |If
multiple requisitions are attached to the solicitation,
TOPS nunbers all |ines consecutively beginning at 1
therefore, the solicitation Iine nunbers for the second and
subsequent requisitions will differ from the requisition
line nunbers. From this point forward, all TOPS references
will be to the solicitation line nunbers and not the
requi sition |Iine nunber.

For a docunment flow of the print solicitation process, see
Section 32, Docunent Flows.

10. 3 PROCESSI NG DETAI L

Following are the details of the processes to autonmatically
create bid lists, nmanually create bid lists, print draft
solicitations, obtain approval s and print final
solicitation.

10.4 PRI NTI NG A DRAFT SOLI Cl TATI ON

When the buyer is ready to print a draft solicitation, this
can be acconplished by setting the status code on the SDOC

transaction to 350. The draft solicitation will be printed
in only one copy and will be acconpanied by the draft bid
list.

To print a draft solicitation, if the user is not view ng
the SDOC transaction, key SDOC in the Function Line, press
ENTER. Key INQURE in the Function Line and the desired
solicitation nunmber in the solicitation nunber field and
press ENTER. Key CHANGE in the Function Line, TAB to the
status code field and key 350. Wen all fields have been
entered, press ENTER If errors exist, TOPS wll display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.

The buyer should review the draft solicitation and the
draft bid list and make any changes to the solicitation as
needed. The buyer may print as many draft solicitations as
required by resetting the status code to 350.

10.5 PRINTING A FI NAL SCLI CI TATI ON
Wen the buyer is ready to print the final solicitation,

this can be acconplished by setting the status code on the
SDOC transaction to 360. One copy of the final solicitation
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will be printed for each vendor on the bid list and will be
acconpani ed by the final bid |ist.

To print the final solicitation, if the user is not view ng
the SDOC transaction, key SDOC in the Function Line, press
ENTER. Key INQU RE in the Function Line and the desired
solicitation nunmber in the solicitation nunber field and
press ENTER. Key CHANGE in the Function Line, TAB to the
status code field and key 360. Wen all fields have been
entered, press ENTER If errors exist, TOPS will update the
dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

The buyer should review the final solicitation and the
final bid list. The final solicitation may not be reprinted
like the draft. However it can be changed and/or reprinted.
To make changes, see Section 11, Print Solicitation
Amendnents. To reprint a final solicitation, the status
code nust be set to 305 (Rebid/ Rework). See this section
for a discussion of r e- bi ddi ng and r ewor Ki ng a
solicitation.

10. 6 VENDOR SELECTI ON

TOPS  provides a full range of vendor sel ection
capabilities. Vendors will be automatically selected based
upon the criteria set on the SDOC transaction for the
solicitation.

10. 6.1 SYSTEM SELECTED VENDORS

The first criteria used to select vendors is the class and
sub-class of the commobdities or services being purchased.
TOPS uses the classes and sub-classes fromthe solicitation
lines to retrieve the vendors registered as suppliers. The
second <criteria, TOPS allows the buyer to select a
geographic area and restrict the vendor selection to those
vendors registered to supply in that geographic area. See
Section 2, Basic Database for setting up the bid regions.
The third criteria, TOPS retrieves only those vendors who
are active as a supplier and active as a vendor. The fourth
criteria, TOPS selects only those vendors that neet the set

aside criteria, such as small businesses, worman owned,
mnority, in-state only, etc. The final <criteria, TOPS
sel ects vendors based upon the vendor's desire to bid on
only central pur chases, departnment purchases or all

purchases. TOPS eval uates the purchasing agency type code
in the AGCY Table and makes the proper selection of vendors
based upon the type code.

TOPS provides the ability to randomy select vendors. The
user should change the SDOC status code to 325. At that
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point the user may inquire on the SDO/ screen to set a
l[imt on the nunmber of vendors randomy selected and/or
specify a region to select from A random draft
solicitation is printed by setting the SDOC status code to
341 or a final random solicitation is printed by changing
t he SDOC status code to 344.

To set the set aside criteria, if the user is not view ng
the SDOC transaction, key SDOC in the Function Line, press
ENTER. Key INQU RE in the Function Line and the desired
solicitation in the solicitation nunber field and press
ENTER. Key CHANGE in the Function Line, TAB to the set
aside field and key the desired set aside code. A listing
of set aside codes may be found in the SA Table of BTAB
Wen all fields have been entered, press ENTER If errors
exist, TOPS will display error nessages at the bottom of
the screen. The wuser nust correct the entered data and
press ENTER |If errors do not exist, TOPS will update the
dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

The set aside criteria my be changed between printing the
draft and final solicitations.

To set the geographic bid code, if the user is not viewng
the SDO2 transaction, key SDO2 in the Function Line, press
ENTER. Key INQU RE in the Function Line and the desired
solicitation in the solicitation nunber field and press
ENTER. Key CHANGE in the Function Line, TAB to the geo bid
code field and key the desired geo bid code. A listing of
geographic bid codes may be found in the GC Table of BTAB.
Wen all fields have been entered, press ENTER If errors
exist, TOPS will display error nessages at the bottom of
the screen. The wuser nust correct the entered data and
press ENTER If errors do not exist, TOPS wll display
"SC08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at
the bottom of the screen and place CHANGE in the Function
Li ne.

The geographic bidding criteria my be changed between
printing the draft and final solicitations. TOPS defaults
to a geographic bid code of "ALL', neaning all qualified
vendors for that class and sub-cl ass.

10. 6.2 MANUALLY SELECTI NG VENDORS

There are several reasons why a buyer nay want to add
vendors to the TOPS generated bid list. This may be done by
adding vendors to the solicitation vendor table. If the
vendor is properly registered as a supplying vendor and
neet s t he sel ection criteria est abl i shed by t he
solicitation, there is no need to add the vendor manually
because TOPS will automatically select the vendor.
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A vendor nmay be added to the bid list after the final
solicitation is issued or after the bids are opened. It is
important that all vendors not on the original bid list who
request a copy of the bid be manually added to the bid |ist
so these vendors wll receive any anendnents that are
i ssued. For all nanually added vendors, the source code on
the solicitation vendor record will show that the vendor
was manual |y added and the status will show the step in the
solicitation process the vendor was added.

To manually add a vendor to the bid list, if the user is
not currently viewing the SVE2 transaction, key SVE2 in the
Function Line, press ENTER Key CLEAR in the Function Line,
press ENTER. The screen wll refresh with ADD in the
Function Line. Use the TAB key to nobve the cursor to the
following required fields and key the desired data:

SOLI Cl TATI ON NUMBER: Key the desired solicitation nunber.
VENDOR NUMBER: Vendors FEIN or SSN.

STATUS CODE: Key 0 (zero).

MASTER RETURN CODE: Key 00 (zeros).

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
place CHANGE in the Function Line. The wuser nust then
change the status code and master return code to the proper
codes to activate a vendor. Status codes nay be found in
the BV Table of BTAB. Master return codes may be found in
the MR Table of BTAB. This conpletes the process for adding
a vendor to a solicitation.

10. 6.3 USER SELECTED VENDOR

The wuser which created the requisition may have added
recommended vendor s to t he requisition (see RQS6
transaction), these vendors will be automatically added to
the bid list by TOPS provided the vendors neet the set
aside criteria. If the buyer does not want to solicit these
vendors, the buyer may inactivate them using the procedure
i n paragraph 10. 5.

10. 7 BY-PASSI NG SYSTEM GENERATED BI D LI ST
TOPS provides the capability to print draft and final

solicitations without automatically selecting vendors. This
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is acconplished through the appropriate solicitation code.
Some solicitation codes do not call for a system generated
bid list. For exanple, single source, proprietary purchase,
second phase of nmulti-step.

10. 8 | NACTI VATI NG SELECTED VENDCRS

There are a nunber of reasons why a vendor should be
i nactivated after being added to the bid list. In order to
inactivate a vendor, the buyer should change the
solicitation vendor status code to 7, 8 or 9. Use 7 before
the bids are mailed, 8 after bids are mailed or 9 after
bids are opened. An inactivated vendor wll not receive
solicitation, any amendnents and their future bids cannot
be recorded in TOPS. Solicitation vendor status codes may
be found in the BV Table of BTAB.

To inactivate a vendor, if the user is not view ng the SVE2
transaction, key SVE2 in the Function Line, press ENTER
Key INQJIRE in the Function Line and the desired
solicitation nunber and vendor nunmber in the appropriate
field and press ENTER. Key CHANGE in the Function Line, TAB
to the status code field and key 7, 8 or 9. If Status Code
7 is used, TAB to Master Return Code and type 00. Wen all
fields have been entered, press ENTER If errors exist,

TOPS will display error nessages at the bottom of the
screen. The user nust correct the entered data and press
ENTER. If errors do not exist, TOPS wll update the

dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

10.9 SOLI Cl TATI ON LI NE NUMBERS

Before the solicitation is printed, TOPS will automatically
consecutively renunber the solicitation lines. If multiple
requi sitions are attached to the solicitation, TOPS nunbers

all lines consecutively beginning at 1, therefore the
solicitation line nunbers for the second and subsequent
requisitions will differ fromthe requisition |line nunbers.
Fromthis point forward, all TOPS references will be to the
solicitation line nunbers and not the requisition |Iline
nunber. The awarded contract or order wll reference the
solicitation line nunmber and the solicitation |ine nunber
will be printed on the contract or order.

10. 10 APPROVAL
During this process certain approvals may be automatically

added to the Approval Table (PAPV). In addition approvals
may be manually added to the PAPV Table. Al approval s mnust
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be approved or cancell ed before proceeding. See Section 29,
Approval Processing for a detailed description of the
approval process.

10.10.1 REBI Y REWORK OF SOLI CI TATI ON

10.10.1.1 REWORK BEFORE FI NAL SOLI Cl TATI ON HAS PRI NTED

If a solicitation has been printed in draft only, reviewed
and the buyer determnes that the requisition needs to be
reworked, the buyer nmay return the requisition to the
agency for nore information while leaving it attached to
the solicitation or they may unattach the requisition by
deleting the SRON then rework the requisition or send it
back to the user

To delete an SRON record, inquire on the SRQN screen for
the desired solicitation. Key “D’ in the function and press
ENTER.

To attach the requisition back to the solicitation after
r ewor Kk, the requisition status nust be 203. The
solicitation status codes nust be 303. Type CLEAR in the
function in the SRON and ADD will appear in the function.
Tab to the solicitation nunber field and key the desired
nunber. Tab to the sequence nunber field and key the
desired sequence (001, if only 1 requisition is being
attached.) The cursor will nove to the requisition nunber
field. Key the desired requisition nunber and press enter.

Multiple requisitions may be attached to one solicitation
Use the sequence nunber field to control the sequence in
whi ch they print on the solicitation

10.10.1.2 REWORK AFTER BI DS HAVE BEEN OPENED

To rework a solicitation after the bids have been opened is
referred to as "re-bidding". This should be done only after
careful consideration is given to not conpromsing the
conpetitive bidding process.

To rebid a solicitation the buyer nmust set the solicitation
status code to 305, secure readvertisenent approvals and
start the process over. The buyer nay use the sane
solicitation number or unattach the requisition and attach
it to a new solicitation nunber. In any case, when the
rebid is set in notion, approvals are automatically added
to the solicitation

To prepare a solicitation for rebid, if the user is not
viewing the SDOC transaction, key SDOC in the Function
Line, press ENTER Key INQU RE in the Function Line and the
desired solicitation nunmber in the solicitation nunber
field and press ENTER. Key CHANGE in the Function Line, TAB
to the status code field and key 305 and press ENTER TOPS
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will display the nessage at the bottom of the screen that
says approval s are required. Once re-adverti senent
approvals have been nmet the SDOC status code will
automatically set to 305. The user nmay then return the
requi sition for rework.
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SECTI ON 11
PRI NT SOLI Cl TATI ON AMENDMENT

11.1 | NTRODUCTI ON

A solicitation amendnment may be printed in draft and fina

form The draft solicitation anmendnent is a single copy,
but the final is printed for each active vendor on the bid
list. Solicitation anendnments may be printed by setting the
status code on the solicitation amendnent table.

11. 2 PROCESSI NG OVERVI EW

Wen a solicitation needs to be changed, the buyer can
prepare a change to the solicitation by creating a record
in the Solicitation Amendnment Table (SAMD) and by adding
text to the Solicitation Anmendnent Text Table (SATX). The
buyer can change any aspect of the solicitation with the
anmendnent including the bid opening date and tine. A
solicitation may need to be rebid. For information on this
process, see Section 9, Solicitation Processing.

Wien the anmendnent is printed in final, the revised bid
opening date and tinme for the solicitation are updated
automatically to reflect the new date and tine.

Solicitation amendnents may be printed in draft by setting
the amendnment status code to 350. Only one copy of the
anmendnent is printed in draft. The buyer should review the
draft anmendnment, make any corrections and reprint the draft
i f desired.

Solicitation anendnents may be printed in final form by
setting the anendnent status code to 360. A final amendnent
is printed for each active vendor on the solicitation bid
list.

11.3 PROCESSI NG DETAI L

Following are the details of the process to create a
solicitation anendnment, print draft anmendnent, obtain
approval s and print final anendnent.

11.4 ADDI NG AN AVENDMENT

The first step in issuing a solicitation anendnent is to

add an anendnent header record in the Solicitation
Amendnent Tabl e.
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To add a solicitation anendnent, if the user is not view ng
the SAMD transaction, key SAMD in the Function Line and
press ENTER. Key CLEAR in the Function Line and press
ENTER. The screen wll refresh with ADD in the Function
Line. Use the TAB key to nove the cursor to the follow ng
required fields and key the desired data:

SOLI Cl TATI ON NUMBER: Key the desired solicitation nunber.
AMENDMENT: Key t he next amendnent nunber.

AMENDMVENT TYPE CODE: Key the anmendnment type, codes may be
found in the AM Tabl e of BTAB.

STATUS CODE: 300.

LABEL | NDI CATOR: Y if | abels are desired or else N

The following fields are OPTIONAL for this transaction:
ADVERTI SI NG REQUI RED: Y or N.

REV BI D OPEN DATE: Sel f expl anatory.

REV BI D OPEN TI ME: Sel f expl anat ory.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED" at the bottom of the screen and
pl ace CHANGE i n the Function Line.

11.5 AMENDVMENT TEXT

TOPS provides the capability for the buyer to enter text of
any nature and have it print on the solicitation amendnent.

To add text to a solicitation anendnment. The SATX screen is
used to enter this text. See Section 30, Text Processing
for a discussion of adding text.

11. 6 VENDORS

Al  active vendors on the bid |list for the basic
solicitation wll receive a copy of +the solicitation
anmendnent. After the final solicitation is issued, any
vendors who casually pick up or request a copy of the
solicitation will be added to the bid list. These vendors
will automatically receive a copy of all anmendnents.
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11. 7 APPROVAL

During this process certain approvals may be automatically
added to the Approval Table (PAPV). In addition approvals
may be nmanually added to the PAPV Table. Before the
solicitation amendnent can be processed to the next step,
all approval records in the PAPV Table nust be approved or
cancelled. See Section 29, Approval Processing for a
detail ed description of the approval process.
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SECTI ON 12
RECORD, TABULATE AND AWARD BI DS

12.1 | NTRODUCTI ON

The purpose of this section is to describe the procedures
for entering vendor's bids and tabul ating those bids. TOPS
does not require that bids be tabulated in order to make an
award. The tabulation is to assist the buyer in the
eval uation process. Wen the proper status code is set,
TOPS will make prelimnary awards based upon the
information in TOPS.

12. 2 PROCESSI NG OVERVI EW

After the bids are opened (whether formally or informally),
the user should determine that all bidders are a part of
the bidders list. If a bidder is not on the bidders |ist,
t hat bi dder should be added to the bidders list so the bid
can be recorded. Bids cannot be recorded if a vendor is not
in the TOPS Vendor database and included as a bidder on the
solicitation. To add the vendor to the bid list, see
Section 10.6.2, for instructions on how to manually add
vendors.

Vendor bid information that pertains to the entire
solicitation such as discount terns, FOB point and delivery
dat e i's referred to as vendor - | evel i nf ormati on.
Information that pertains to the individual lines on the
solicitation such as wunit price, brand nanme and nodel
nunber is referred to as line-level information.

The vendor-level information and the master bid return code
are recorded on the SVE2 screen. The master bid return code
characterizes the condition of the bid as acceptable,
errors exist, exceptions to bid, etc. The nmaster bid return
code is also used to determne if the vendor actually bid
and update the Comodity and Vendor databases to show t hat
t he vendor bid.

The line-level information is recorded on the RBID or RVE2
screens for each line bid. The bid return code is set on

the line as well. The sane bid return codes are used, as in
vendor level information, but in this case apply only to
each solicitation line. This information will be used to

tabul ate and rank the bid against all other bids recorded
for this solicitation |ine.

To receive a bid tabulation (tabs), the buyer nust set the

status code on the solicitation to 375. The tabulation wll
be printed to assist in the evaluation process. The bid tab
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will point out any inconsistency recognized by TOPS such
as, bid quantity not equal to solicitation quantity, bid
unit of measure not equal to solicitation unit of neasure,
vendor inactive, unit price tinmes quantity not equal to

extended amount, line bid return code not acceptable, etc.
Solicitation lines nmay be grouped to produce alternative
ranki ngs. The bid tab will rank the vendors for each item

and for the group. The TB table of BTAB is a conplete
listing of all bid tabulation types.

A bid tab may be requested that includes a prelimnary
award be made by TOPS. This is done by setting the
solicitation status code to 370. The prelimnary award is
based on information in TOPS and will be made only if al
information on the l|line for the apparent |ow bidder is
acceptable. For exanple, if a variance exists, the award
will not be nmade. The prelimnary award may be accepted by
the buyer or it may be overridden. The purpose of the
prelimnary award is to mninm ze the nunber of transactions
t he buyer nust conpl ete.

Once the buyer has evaluated the bids and determ ned which
bidder is to be awarded each line, the award flag on the
bidder's bid record for the line nust be set. If the award
flag is set manually, it nmust be set to Y. If TOPS perforns
a prelimnary award, it will be set to S (for system set).
The S may be changed to Y or N by the buyer.

For a document flow of the record bids and tabul ate bids
process, see Section 32, Docunent Fl ows.

12. 3 PROCESSI NG DETAI L

Foll owi ng are procedures for recording and tabulating bids
for a solicitation.

12. 3.1 BI D RETURN CODES
12.3.1.1 GENERAL DI SCUSSI ON

Bid return codes are used to describe the condition of the
vendor's overall bid and line item bids and how they shoul d
be treated. The overall bid (Master Bid Return Code)
applies to the entire bid. The line bid (Bid Return Code)
applies to each line item being purchased and responded to
by the vendor. Al bid return codes nay be found in the M
Tabl e of BTAB.

12.3.1.2 VENDOR RETURNED RESPONSI VE BI D
A responsive bid is one which does not vary from the

specifications and terns set out by the State of Tennessee,
Purchasing Division in the solicitation docunent. A bid
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return code of 01 - Responsive Bid Received identifies the
bid as being acceptable to the State and as such wll be
considered in the award process. This bid return code can
apply to the entire bid or to lines on the bid.

12.3.1.3 VENDOR FAI LED TO RESPOND

A bid return code of 03 - Bid Not Returned is used to
identify when no responsive bid is received from the
vendor. All bid return codes are initialized with this bid
return code. If the vendor fails to respond, then nothing
has to be done to this record.

12.3.1.4 VENDOR RETURNED RESPONSI VE BI D (W TH M NOR
EXCEPTI ONS)

A responsive bid with mnor exceptions is one which does
not vary from the specifications and terns set out by the
State in the solicitation document but does have sone m nor
irregularity. This set of bid return codes identifies the
bid as one that may be accepted by the State or may not.
Routinely, the bid would be accepted even wth the
irregularity. This bid return code can apply to the entire
bid or to lines on the bid. Before an award can be made on
the line, the bid return code nust be set to 0l. The range
of bid return codes which apply in this area are (10-32):

10 - Failed to acknow edge Anmendnent

11 - Alternate Bid Received

12 - Sanple Not Received

13 - Literature Not Received

14 - Exception to Bid

15 - Exception - O her

12.3.1.5 VENDOR RETURNED NON- RESPONSI VE BI D

A non-responsive bid is a bid that does not conformto the
essential requirenments of the solicitation docunent. In its
current state, this bid will not be considered for award.
12.3.1.6 VENDOR RETURNED NO BI D

This set of bid return codes identifies no-bids. The inpact
of these bid return codes is that the vendor will not be
penal i zed for not responding. The range of bid return codes
which apply in this area are:

60 - "No Bid" - Keep on Bid List
61 - "No Bid' - Renpve from Bi d Li st
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62 - "No Bid" - Cannot performat this tine
12.3.1.7 STATE REJECTED VENDOR S BI D

This range of bid return codes is used to identify that the
bid was rejected and the reason why it was rejected. This
range of bid return codes can be used only as a Master Bid
Return Code. If a bid on a line is determned to be
unacceptable, that line should be determined to be Non-
Responsi ve. Once a bid has been rejected by the State, that
vendor cannot receive an award for that solicitation.

12.3.1.8 VENDOR W THDREW BI D

This range of bid return codes is used to identify the bids
that were withdrawn by the vendor. This range of bid return
codes can be used only as a Master Bid Return Code. If a
bid on a line is determned to be unacceptable, that Iine
should be determined to be Non-Responsive. Once a bid has
been wi thdrawn by the Vendor, that vendor cannot receive an
award for that solicitation.

12.3.1.9 DI SREGARD TH' S BI D

A bid return code of 99 - Disregard this Bid is used to
code those bids which are not to be considered in any
eval uation process. This bid return code would be used to
code any vendor's bid which may have been entered in error.
The vendor's bid cannot be deleted so this bid return code
has the inpact of a physical delete of the record. This bid
return code may be used on the overall bid or on a line on
t he bid.

See the MR table of BTAB for a conplete list of all Bid
return/ non-return codes.

12. 3.2 RECORDI NG VENDOR- LEVEL | NFORMATI ON

To assure that the user is about to record bids against the
correct solicitation, the user nust set the status code on
the solicitation to 365. If the user is not viewing the
SDOC transaction, key SDOC in the Function Line and press
ENTER. Key INQURE in the Function Line and the desired
solicitation nunmber in the solicitation nunber field and
press ENTER. Key CHANGE in the Function Line, TAB to the
status code field and key 365. Wen all fields have been
entered, press ENTER If errors exist, TOPS wll display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.
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To record vendor-level information, if the user is not
viewi ng the SVE2 transaction, key SVE2 in the Function Line
and press ENTER. Key INQU RE in the Function Line and the
desired solicitation and vendor nunbers in the solicitation
and vendor nunber fields and press ENTER Key Change in the
Function Line, TAB to the following fields and key the
desired i nformati on:

STATUS CODE: If 0, set to 1.

COOP PROCUREMENT: Set to Y if bidder agrees to Coop
Procur enent .

MASTER RETURN CODE: Key the appropriate master bid return
code.

DATE BI D RETURNED: Key date fromtine stanp.

TIME BID RETURNED: Key tinme fromtinme stanp.

BID FOB PO NT: Key if other than Destination.

DI SCOUNT TERMS: Key di scount text, for exanple 2% 60 days.
DI SCOUNT PERCENT: Key nuneric percent, .02.

DI SCOUNT PERI OD: Key nuneric di scount period, 60.

NET PERI OD: Key numeric net period, 61.

DELI VERY TERMS: Key delivery terns, for exanple, 14 days
ARQ.

DELI VERY DAYS ARO Key nuneric days ARO, 14.

DELI VERY WEEKS ARO Key weeks if delivery is in weeks.
Weeks and days cannot both be entered.

ALT DEL SCHEDULE: Key Y if schedule is not expressed in
days ARO or weeks ARO

BEGN ORDER PERIOD: If bidder did not take exception to
contract begin, key contract begin date, else key
bi dder' s date.

END ORDER PERIOD: If bidder did not take exception to
contract end, key contract end date, else key bidder's
dat e.

M NI MUM ORDER AMOUNT: Key bi dder's m ni num order anount.

Bl D REFERENCE NO. Key bidder's bid reference nunber.

Bl D FI RM DAYS:. Key the nunber of days vendors bid is firm
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BID FIRM DATE: Key date vendor has stated that the bid is
good until.

Wen all fields have been entered, press ENTER If errors
exist, TOPS will display error nessages at the bottom of
the screen. The wuser nust correct the entered data and
press ENTER If errors do not exist, TOPS will update the
dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

If bid bond or certificates were submtted, record this
information wusing transaction SVE3. |If the wuser is not
viewi ng the SVE3 transaction, key SVE3 in the Function Line
and press ENTER. Key INQU RE in the Function Line and the
desired solicitation and vendor nunber in the solicitation
and vendor nunber fields and press ENTER Key CHANGE in the
Function Line, TAB to the following fields and key the
desired i nformation:

Bl D BOND CODE: Key 2 (Required & Received).

BID BOND TYPE: Key appropriate type code. Bond type codes
may be found in the BN Tabl e of BTAB.

BOND CO BANK: Key bond conpany or bank nane.

Bl D BOND AMOUNT: Key bond anount.

BOND/ CHECK NO Key bond or check nunber.

Bl D BOND EXPI RATI ON: Key bond expiration date.
CONFERENCES ATTEND: For the conferences attended, key Y.
CERTI FI CATE RECVD. For the certificates received, key Y.

Wen all fields have been entered, press ENTER If errors
exist, TOPS will display error nessages at the bottom of
the screen. The wuser nust correct the entered data and
press ENTER If errors do exist, TOPS wll display error
nmessages at the bottom of the screen. The user mnust correct
the entered data and press ENTER |If errors do not exist,
TOPS will update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

12. 3.3 RECORDI NG VENDOR- LEVEL TEXT
Solicitation vendor text is information provided by the
vendor that should appear on the bid tabulation and on the

contract. Such text would be an exception to a term and
condi ti on.
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To record solicitation vendor text, if the wuser is not
viewi ng the SVTX transaction, key SVIX in the Function Line
and press ENTER Key GET in the Function Line and the
desired solicitation and vendor nunber fields and press
ENTER. Key CHANGE in the Function Line, TAB to the first
text line and key the desired text. Wen all text has been
entered, press ENTER If errors exist, TOPS wll display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS will update the database and display "ALL LINES
CHANGED' at the bottom of the screen.

12. 3.4 RECORDI NG LI NE- LEVEL | NFORMATI ON
12.3. 4.1 RECORDI NG PRI MARY BI DS

Line-level information nay be recorded one line at a tine
or up to three lines per transaction. To record or change
one line at a

time use transaction RVE2. To record nultiple lines use
transacti on RBID.

To record bids one line at a tinme, if the user is not
currently viewing the RVE2 transaction, key RVE2 in the
Function Line and press ENTER Key CLEAR in the Function
Line and press ENTER The screen will refresh with ADD in
the Function Line. Use the TAB key to nove the cursor to
the following required fields and key the desired data:

SOLI Cl TATI ON NUMBER: Key desired solicitation nunber.

LI NE NUMBER: Key begi nning |ine nunber.

ALT BID CODE: If only one bid, key 00 else 01, 02, etc. An
alternate bid to TOPS is a second bid for the same
line. The vendor nust submit a primary bid before an
alternate bid can be recorded. If the vendor changes
the specification, that is considered an exception to
the bid, not an alternate bid.

VENDOR NUMBER: Key desired vendor nunber.

BID RETURN CODE: Normally 01, see Section 12.3.1 on bid
return codes.

BI D QUANTI TY FROM Key bid quantity.

BID UNIT OF MEASURE: Key bid unit of measure.
BID UNIT PRICE: Key bid unit price.

EXTENDED AMOUNT: Key bi d ext ended anount.
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The following fields are OPTIONAL for this transaction:
BID QUANTITY TO Key bid to quantity.

DI SC OFF CATALOG Key di scount off price |ist.

SAMPLE RECVD: Key Y if sanple required and received.

DESC LIT RECVD: Key Y if descriptive literature required
and received.
BRAND NAME: Key bid brand nane.

MODEL NUMBER: Key bid nodel nunber

DELI VERY DAYS ARC Key days ARO if different from the whole
bi d.

VWEEKS ARO Key weeks ARO if different fromthe whol e bid.
TAX AMOUNT: Key tax anount if avail able.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

To record multiple bids per transaction, use transaction
RBID. Key the sane information as required for RVE2 except
you may key it for three lines at a tine.

12.3. 4.2 RECORDI NG ALTERNATE BI DS

In order to have an alternate bid in TOPS, the vendor nust
have submitted a primary bid against the item requested on
the solicitation. Any other bids for the sane line are
considered alternate bids. Alternate bids may be recorded
and awarded |i ke any other bids. Wen recording alternate
bids, the bid return code cannot be 01, but it my be
changed to 01 after it has been recorded. Alternate bids
appear on the bid tabulation |ike all other bids.

To record alternate bids, use the RVE2 or RBID transaction
as discussed above for primary bids. Wen recording
alternate bids, change the alternate bid code to other than
00.

12. 3.5 RECORDI NG LI NE- LEVEL TEXT

Cccasionally a vendor will wite information on a line that
is inportant and should be captured in the bid tab and on
any resultant order. To capture this line-level vendor
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text, if the user is not viewing the RVTX transaction, key
RVTX in the Function Line and press ENTER Key GET in the
Function Line and the desired solicitation, line and vendor
nunbers in the solicitation, line and vendor nunber fields
and press ENTER. Key CHANGE in the Function Line, TAB to
the first text line and key the desired text. Wien all text

has been entered, press ENTER If errors exist, TOPS wll
di splay error nessages at the bottom of the screen. The
user must correct the entered data and press ENTER |f
errors do not exist, TOPS wll wupdate the database and
di splay "ALL LI NES CHANGED' at the bottom of the screen.
There are also two lines of free text on the RBID screen to
record a snmall anount of vendor text bel ow each I|ine.

12. 3.6 APPROVAL

During this process certain approvals may be automatically
added to the Approval Table (PAPV). In addition, approvals
may be nanually added to the PAPV Table. Before the
requi sition can be processed to the next step, all approval
records in the PAPV Table nust be approved or cancelled
See Section 29, Approval Processing for a detailed
description of the approval process.

12.3.7 BI D TABULATI ON

The basic purpose of the bid tabulation is to present the
vendor's bids to the buyer in a predeterm ned fashion. The
manner in which these bids are presented is a choice nade
by the buyer through setting the bid tabulation type codes
on either the solicitation or the lines on the
solicitation.

12.3.7.1 REQUESTI NG A Bl D TABULATI ON

To request a bid tabulation, if the user is not view ng the
SDOC transaction, key SDOC in the Function Line and press
ENTER. Key INQU RE in the Function Line and the desired
solicitation nunmber in the solicitation nunber field and
press ENTER. Key CHANGE in the Function Line, TAB to the
status code field and key 375. Wwen all fields have been
entered, press ENTER If errors exist, TOPS wll display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.

12.3.7.2 ONLINE PRINT OF Bl D TABULATI ONS
The user may print a bid tabulation on-line at any tine
after bids have returned. To print a bid tabulation on-1line

set the status code of the desired solicitation to 374 on
t he SDOC scr een.
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12.3.7.3 BASI C | NFORVATI ON

The bid tabulation, regardless of the type ranking chosen

consists of four parts: basic solicitation infornation,
ranked bids by |ine, sumary  of bids and vendor
i nformati on. For the routine solicitation the bid

tabul ati on should contain all the information necessary for
t he buyer to evaluate the bids.

Part 1:
The basic solicitation infornmation contains the salient
characteristics of the solicitation itself.

Part 2:

The ranked bids by |line shows all the line-level
i nformati on about each vendor's bid ranked in the fashion
chosen by the buyer. If the choice is |ine grouping, the
bi dders will be ranked on each line and a second ranking
will be produced at the end of the group of all vendors
eligible to receive an award of the entire group. A vendor
is eligible to receive award of the entire group if the
vendor bid on all itens in the group.

Part 3:
The bid summary contains statistics on the nunber of
vendors solicited and the nunber and percent responding,

not responding and no-bidding. In addition, a summary of
all bids showing the nunber of all lines bid and the tota
amount of each bid. For all lines on which a vendor is |ow

bi dder, the number and anmpbunt of the bid is shown.

Part 4:

The vendor summary contains the vendor-level information
from the solicitation and information from the Vendor
dat abase which may be useful in the evaluation process.

12.3.7.4 BI D TABULATI ON TYPE

Part 2 of a bid tabulation nay be produced using one of
five types of rankings: L-Low to High, D Low to High
consi dering pronpt paynent discount, HHgh to Low, P-H gh
to Low for percent discount and N No Ranking. The buyer nmay
choose one of these bid tabulation types on the
solicitation as a whole and may choose other type rankings
for the lines on the solicitation if needed. TOPS defaults
toa'D bid tabulation type.

To set the bid tabulation type on the solicitation, if the
user is not viewing the SDOC transaction, key SDOC in the
Function Line and press ENTER Key INQU RE in the Function
Line and the desired solicitation in the solicitation
nunber field and press ENTER. Key CHANGE in the Function
Line, TAB to the bid tabulation field and key the desired
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bid tabulation type. Wen all fields have been entered,
press ENTER If errors exist, TOPS wll display error
nmessages at the bottom of the screen. The user mnust correct
the entered data and press ENTER |If errors do not exist,
TOPS will update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

12.3.7.5 GROUPI NG

Grouping is a nethod of ranking vendors across several
lines on a bid tabulation. Goupings nmay be nodified and
the bid tabulation rerun. Goupings my be for any or al
lines on the requisition, however, grouping one line to
itself does not have any nerit. The groupings for the bid
tabul ation would not normally be changed from the pattern
that existed on the solicitation, but they may. A grouping
i ndicator may be any two character code; the grouping can
be changed by entering a different grouping indicator. It
is suggested that the user adopt a logical pattern, for
exanple, A B, C etc. or 1, 2, 3, 4, etc.

To set grouping indicators, if the user is not viewng the
RLI2 transaction, key RLI2 in the Function Line and press
ENTER. Key INQURE in the Function Line and the desired
requisition and line nunber in the requisition and |ine
nunber fields and press ENTER. Key CHANGE in the Function
Line, TAB to the grouping indicator field and key the
desired grouping. Wen all fields have been entered, press
ENTER. If errors exist, TOPS will display error nessages at
the bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

On the bid tabulation when a change in grouping indicator
is detected, the bid tabulation will rank the eligible
bi dders and show the total bid for the grouping.

12.3.7.6 VAR ANCES

After recording the bids, there are conditions which my
affect bid evaluation that the buyer should be aware.
Though this information is presented on the bid tabulation,
TOPS "highlights" this information for the buyer by
indicating a variance does exist. The variances are shown
on the far right of the bid tabulation printout. The
variances are coded as foll ows:

O There is some other problemwth the bid. The buyer nust

examine the bid to determne the nature of the
pr obl em
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P: The wunit price times the quantity does not equal the
ext ended anount .

Q The quantity bid is not the sanme as the quantity
requested on the solicitation.

S: The vendor has taken exception to sone part of the
description or specification for this |ine.

T: This bidis tied with the bid just above it.

U The unit of neasure bid is not the sane as the unit of
nmeasure requested on the solicitation.

V: Vendor has becone inactive since the solicitati on was
mai | ed.

When a variance appears on the bid tabulation, especially
for the apparent |ow bidder, the buyer should resolve the
situation before attenpting an award to that bidder.

12.3.7.7 RELATI VE VALUE BI D GRADE

Wen the State requests bids across nmany itens and the
State expects to award all or none for the group, there is
a tendency on the part of sonme vendors to bid Iow on |ow
volune itenms and high on high volune itens hoping that the
net result will be a winning bid. Once the ordering starts,
the State will be paying nore than it should for the high
vol urme itemns.

To prevent this, the State uses the relative value bid
grade (RVBG as a nultiplier to equalize all items in a
group. The RVBG is set during the solicitation preparation
phase. See Section 9, Solicitation Processing on how to set
t he RVBG

The RVBG is used in the bid tabulation process as a
multiplier to equalize all the bids in a group. After the
net extended amount is determned, the RVBG is applied to
equalize the lines. The lines do not have to be grouped in
order for the buyer to use the RVBG Wwen the RVBG is
entered, the bid tabulation will use it as a nultiplier.

12.3.7.8 PROVWT PAYMENT DI SCOUNTS

Vendors offer pronpt paynent discounts to the State and
these discounts may or may not be considered in the
eval uation process. Unless the buyer specifies otherw se,
TOPS will automatically consider pronpt paynent discounts
of 30 days or longer in the evaluation process. |If a pronpt
paynent was considered on the bid tab, the unit price wll
be followed by an asterisk. The bid tabul ation type chosen
by the buyer determnes if the pronpt paynment discount is
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consi dered. See paragraph 12.3.7.3 for a discussion of bid
tabul ati on types.

12.3.8 PROPCSED AWARD

TOPS provides the ability to set the award flags on the
apparent |ow vendor so that awards will be made to those
vendors if the buyer agrees. The purpose of prelimnary
award process is solely to mnimze the nunber of
transactions that the buyer nust make.

12.3.8.1 REQUESTI NG PROPCSED AWARD

The proposed award process is requested in conjunction with
requesting a bid tabulation. If the user is not view ng the
SDOC transaction, key SDOC in the Function Line and press
ENTER. Key INQURE in the Function Line and the desired
solicitation nunmber in the solicitation nunber field and
press ENTER. Key CHANGE in the Function Line, TAB to the
status code field and key 370. Wen all fields have been
entered, press ENTER If errors exist, TOPS wll display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.

TOPS will set the award flag to S (for Systenm) on all the
apparent |low bidders. If the buyer agrees with the manner
TOPS has set the awards, the buyer may continue the award
process, or else the buyer nay manually override TOPS and
set the award flags to other vendors. See paragraph
12.3.8.3 for the manual override process.

12.3.8.2 FAVORABLE CONDI TI ONS

The proposed award process will work only when conditions
are favorable, that is, the apparent |ow bidder nay not
have any variances. The bid nust be "clean" for TOPS to
make a proposed award. TOPS will skip all lines where the
| ow bi dder has a vari ance.

12.3.8.3 MANUAL OVERRI DE

If the buyer does not agree with TOPS proposed award
process, the buyer may override TOPS. To change an award
flag, if the user is not viewing the RVE2 transaction, key
RVE2 in the Function Line and press ENTER Key INQU RE in
the Function Line and the desired solicitation, line and
vendor nunbers in the solicitation, line and vendor nunber
fields and press ENTER Key CHANGE in the Function Line,
TAB to the award flag field and key the desired award fl ag
(Y or N. Wen all fields have been entered, press ENTER
If errors exist, TOPS wll display error nessages at the

13-136



TOPS USER MANUAL REVI SED 05/ 01
SECTI ON 12: Record, Tabul ate and award Bi ds

bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

12.3.8.4 APPROVAL

During this process certain approvals may be automatically
added to the Approval Table (PAPV). In addition approvals
may be nmanually added to the PAPV Table. Before the
requi sition can be processed to the next step, all approval
records in the PAPV Table nust be approved or cancelled

See Section 29, Approval Processing for a detailed
description of the approval process.

12.3.9 MANUAL AWARD

|f the buyer wishes to nake all the awards, the buyer nust
set the award flag on a vendor record for each line on the
solicitation.

12.3.9.1 MASTER Bl D RETURN CODES

In order to award a line to a vendor, the master bid return
code on the SVEN record nust be 01 - Acceptable Bid
Received. If the nmaster bid return code is any other code,
it must be changed to 01 before an award can be nmade. See
Section 12.3.1 for instructions on recording vendor-|evel
i nformati on.

12.3.9.2 LINE Bl D RETURN CODES

Before an award flag can be set for a vendor on a line, the
l[ine bid return code nust be 01. An award cannot be made to
a vendor if the bid is in any manner unacceptable. If the
bid was once unacceptable, to make an award, the bid nust
be declared acceptable and the bid return code changed
accordi ngly.

12.3.9.3 SETTI NG AWARD FLAG

To set the award flag, if the user is not viewi ng the RVE2
transaction, key RVE2 in the Function Line and press ENTER
Key INQJIRE 1in the Function Line and the desired
solicitation, line and vendor nunber in the solicitation
line and vendor nunber fields and press ENTER Key CHANGE
in the Function Line , TAB to the award flag field and key
Y. Wien all fields have been entered, press ENTER If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
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data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

Wen a single award flag is set, the vendor nunber is
witten in the RLIN record and can be seen on the RLI3
transacti on.

12.3.9.4 PARTI AL AWARD

TOPS all ows sone lines to be awarded now and other lines to
be awarded at a later time. The buyer would set the award

flags on those Ilines to be awarded now and set the
solicitation status code to 380 - Partial Award. Sone tine
|ater, the other award flags my be set and the
solicitation status code set again to 380. This can
continue wuntil all 1lines have been awarded. See this

section for a discussion on setting the solicitation status
code.

12.3.9.5 MJILTI PLE AWARDS

It may be necessary for the buyer to award a single line to
nore than one vendor. This may result fromthe way bids are
recei ved or may have been contenplated in the solicitation.

To award a line to nore than one vendor, set the status
code on the line to 243. To set the status code, if the
user is not viewing the RLI2 transaction, key RLI2 in the
Function Line and press ENTER Key INQU RE in the Function
Line and the desired requisition and line nunber in the
requisition and line nunber field and press ENTER Key
CHANGE in the Function Line, TAB to the status code field
and key 243. Wwen all fields have been entered, press
ENTER. If errors exist, TOPS will display error nessages at
the bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

At this point, wusing the procedures discussed in this
section, the buyer nay set multiple award flags to Y on a
line for multiple awards. Wien multiple awards flags are
set, the word MILTIPLE is witten into the awarded order
nunber in the RLIN record which can be seen on the RLI3
transaction. ONCE THE RLIN STATUS CODE IS SET TO 243 FOR
MULTI PLE AWARD, | T CANNOT BE CHANGED BACK TO 244 FOR SI NGLE
AWARD.

12.3.9.6 ALTERNATE Bl D AWARDS
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The buyer may award an alternate bid in the sane manner as
awarding the primary bid. Wien inquiring the vendor's bid,
include the alternate bid code in the key and use the
procedures di scussed above for setting award fl ags.

12.3.9.7 APPROVAL

During this process certain approvals may be automatically
added to the Approval Table (PAPV). In addition approvals
may be nanually added to the PAPV Table. Before the
requi sition can be processed to the next step, all approval
records in the PAPV Table nust be approved or cancelled

See Section 29, Approval Processing for a detailed
description of the approval process.

12.3.10 SET STATUS CCDE

Once the award flags have been set (either by TOPS or by
the buyer), the buyer nust set the status code to 380 for
partial award and 385 for final award. Many partial awards
can occur, but only one final award can occur. ONCE A FI NAL
AWARD OCCURS, NO FURTHER AWARDS CAN BE MADE ON THAT
SOLI CI TATI ON.

To set the status code on the solicitation, if the user is
not view ng the SDOC transaction, key SDOC in the Function
Line and press ENTER Key INQU RE in the Function Line and
the desired solicitation nunmber in the solicitation nunber
field and press ENTER. Key CHANGE in the Function Line, TAB
to the status code field and key 380 for partial award or
385 for final award. Wwen all fields have been entered,
press ENTER If errors exist, TOPS wll display error
nmessages at the bottom of the screen. The user mnust correct
the entered data and press ENTER If errors do not exist,
TOPS will update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "LO30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

A solicitation nust be set to status code 385 once. n
status code 385, the Vendor and Commopdity databases are
updated with the bid and award information from the
solicitation.

12.3.11 RUN NI GHTLY CYCLE

During the nightly cycle, TOPS will create contracts and
orders fromthe solicitations set to either status code 380
or 385 and the award history wll be updated after the
order is printed. For those solicitations set to status
code 385, the nightly cycle wll wupdate the Vendor and
Commodity databases with bid history information. For all
awards, the order or contract nunber and the |ine nunber
are witten back to the vendor bid record (RVEN) so the
user can see the order or contract created fromthis award.
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12.3.12 UN- AWARD PROCESS

TOPS all ows an order or contract to be unawarded as |ong as
t he document has not been encunbered. After the order has
been encunbered, it nust be cancelled by an official order
change. See Section 19, Oder Change Processing. Prior to
the order being encunbered, it may be cancelled by setting
the award flag on each line of the requisition associated
with the order to unaward (u). This action wll wunaward
that line. Repeat this action for all lines on the
requisition you wsh to unaward. The contract unaward
process works the sane way.
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SECTI ON 13
PRI NT CONTRACTS AND NOTI CES OF AWARD

13.1 | NTRODUCTI ON

This section describes how contracts are printed from the
solicitation process. It also describes how notices of
awards are printed after the contract is awarded.

13. 2 PROCESSI NG OVERVI EW

After the buyer sets the award flags or agrees with those
set by TOPS, the buyer sets the status code on the
solicitation to partial award or final award. Programs in
the nightly cycle wll create contract records from the
solicitation. The contracts are not automatically printed
The buyer nust review the contracts and nake adjustnents to
estimated amounts or nmaxi num anounts then set the status
code to print.

For a docunment flow of the print award docunent process,
see Section 32, Document Fl ows.

13. 3 PROCESSI NG DETAI L

Following are the details of the processes to create a
contract, make adjustnents to the contract, obtain
approvals, print the contract and print the notice of
awar d.

13.4 CREATI NG A CONTRACT

The contract is created during the nightly batch cycle when
the prograns run against the solicitations which are set to
award. Except for a few data elenments (discussed below),
all data elenments needed to create the contract have
already been entered into TOPS. TOPS uses these data
el ements and builds the contracts in the Contract database
and the contract fundi ng docunent (KACG, if required.

13.5 ADJUSTI NG A CONTRACT
After a contract is created there are several data el enents

which may require manual adjustnent. These are discussed
bel ow.
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13.5.1 CONTRACT BEG N AND END DATES

If the effective dates need to be adjusted for an
i ndi vidual contract, it <can be done wusing the KONT
transacti on.

To adjust the begin and end dates, if the wuser is not
viewi ng the KONT transaction, key KONT in the Function Line
and press ENTER. Key INQU RE in the Function Line and the
desired contract nunber in the contract nunber field and
press ENTER. Key CHANGE in the Function Line, TAB to the
revised contract begin date, revised contract end date and
key the desired dates. Wien all fields have been entered
correctly, press ENTER If errors exist, TOPS will display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen.

13.5.2 BEG N AND END ORDERI NG PERI OD DATES

If the ordering period dates need to be adjusted for an
i ndi vidual contract, it can be done wusing the KONT
transacti on.

To adjust the begin ordering and end ordering dates, if the
user is not viewing the KONT transaction, key KONT in the
Function Line and press ENTER Key INQU RE in the Function
Line and the desired contract nunber in the contract nunber
field and press ENTER. Key CHANGE in the Function Line, TAB
to the revised begin ordering date, revised end ordering
date and key the desired dates. Wwen all fields have been
entered correctly, press ENTER If errors exist, TOPS wll
di splay error nessages at the bottom of the screen. The
user must correct the entered data and press ENTER |f
errors do not exist, TOPS wll wupdate the database and
di splay "SC08 TRANSACTI ON SUCCESSFUL" and "LO30 ALL LINES
ADDED' at the bottom of the screen and place CHANGE in the
Functi on Line.

13.5.3 REPROCUREMENT DATE

If the reprocurenment date needs to be adjusted for an
i ndi vidual contract, it <can be done wusing the KON3
transacti on.

To adjust the reprocurenent date, if the wuser is not
viewi ng the KON3 transaction, key KON3 in the Function Line
and press ENTER. Key INQU RE in the Function Line and the
desired contract nunber in the contract nunber field and
press ENTER. Key CHANGE in the Function Line, TAB to the
reprocurenent date and key the desired date. Wen al

fields have been entered correctly, press ENTER If errors
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exist, TOPS will display error nessages at the bottom of
the screen. The wuser nust correct the entered data and
press ENTER If errors do not exist, TOPS will update the
dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

13.5.4 PERFORVANCE BOND | NFORVATI ON

| f performance bond information needs to be recorded for an
i ndi vidual contract, it <can be done wusing the KON2
transacti on.

To enter the performance bond information, if the user is
not viewing the KON2 transaction, key KON2 in the Function
Line and press ENTER Key INQU RE in the Function Line and
the desired contract nunber in the contract nunber field
and press ENTER. Key CHANGE in the Function Line, TAB to
the performance bond information fields and key in the
performance bond information. Wen all fields have been
entered correctly, press ENTER If errors exist, TOPS wll
di splay error nessages at the bottom of the screen. The
user must correct the entered data and press ENTER |f
errors do not exist, TOPS wll wupdate the database and
di splay "SC08 TRANSACTI ON SUCCESSFUL" and "LO30 ALL LINES
ADDED' at the bottom of the screen and place CHANGE in the
Functi on Line.

13.5.5 ESTI MATED AMOUNT

If the contract is a priced contract (unit prices exist on

all lines), the estimted contract value will be the sum of
the estimated quantities times the unit prices. The
estimated value of the contract may still need to be

manual |y adjusted to reflect a realistic estinmate. If the
contract is an unpriced contract (discount off price list),
the estimated amount will autonmatically be zero. In this
case, the estimted amobunt of the contract nust be manually
adjusted. If the contract is an encunbrance contract, the
contract estinmated anmount, nmax anount and (fiscal year 1)
anount, will be the net amount of the RACEs) for the RQSN
record initiating the contract.

To adjust the estimated amount of a contract, if the user
is not viewing the KON3 transaction, key KON3 in the
Function Line and press ENTER Key INQU RE in the Function
Line and the desired contract nunber in the contract numnber
field and press ENTER Key CHANGE in the Function Line, TAB
to the estinmated anobunt field and key the desired estinated
anount. Wen all fields have been entered correctly, press
ENTER. If errors exist, TOPS will display error nessages at
the bottom of the screen. The user mnust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08  TRANSACTI ON
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SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.
13.5.6 MAXI MUM AMOUNT

If the contract is a Del egated Purchase Authority from Bid
(DPA), the maxi mum amount of the DPA nust be set as a

control limt for future orders pursuant to the authority
of the DPA. If it is a funded DPA to be encunbered, the
maxi mum amount will be set by the award process. However,

if the contract FY1-2 contract anmounts are changed, the
maxi mum anount mnust be adjusted to equal FY1-2 net anount.

To adjust the maxi mum amount of a contract, if the user is
not viewi ng the KON3 transaction, key KON3 in the Function
Line and press ENTER Key INQU RE in the Function Line and
the desired contract nunber in the contract nunber field
and press ENTER. Key CHANGE in the Function Line, TAB to
the maximum contract value field and key the desired
maxi mum anount . VWhen all fields have been entered
correctly, press ENTER If errors exist, TOPS will display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS will update the database and display "SC08 ALL
LI NES ADDED' and "LO30 ALL LINES ADDED' at the bottom of
the screen and place CHANGE in the Function Line.

13.5.7 FI SCAL YEAR CONTRACT AMOUNTS

In the contract record are fields for indicating the Fiscal
Year anounts of the contract for a nmnulti-year contract.
These fields may require entry or adjustnent.

To enter or adjust the Fiscal Year Contract Ampount, if the
user is not viewing the KON3 transaction. key KON3 in the
Function Line and press ENTER Key INQU RE in the Function
Line and the desired contract nunber in the contract numnber
field and press ENTER Key CHANGE in the Function Line, TAB
to the applicable FY Contract Amunt field and key the
desired contract anount. When all fields have been entered
correctly, press ENTER If errors exist, TOPS will display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.

13.5.8 CONTRACT ACCOUNTI NG DI STRI BUTI ON TABLE RECCORD

If the current contract fiscal year anmount is changed, it

will be necessary to update KACG This can be acconplished
by updating the line anpbunt of the KACG if its status is
equal to '1" - Active or by adding a change record KACG -
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Change No.. > 00. This is done with the KACG transaction

See Section 25, Accounting Interface. If the user is not
viewi ng the KACG transaction, key KACG in the Function Line
and press ENTER. Key INQU RE in the Function Line and the
desired contract nunber in the line nunber field, and press
ENTER to retrieve an existing record. Key CHANGE in the
Function Line and TAB to the desired field, mnake change

and press ENTER. To add a record see Section 25, Accounting
Interface. If errors exist, TOPS wll display error
nmessages at the bottom of the screen. The user mnust correct
the entered data and press ENTER |If errors do not exist,
TOPS will update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

13.5.9 ON LI NE ENCUMBER CONTRACT FUNDS

Funded contracts to be encunbered on-line will be created
in the contract database at status code 541 - READY TO
ENCUMBER - MASTER POST. Additionally, when contract funds
are updated, they nust be encunbered in STARS. On-line
encunbrance in the contract database is acconplished with
the KONT transaction. If the user is not viewing the KONT
transaction, key KONT in the Function Line and press ENTER
Key CHANGE in the Function Line and TAB to the status code
field, key 542 and press ENTER If errors exist, TOPS wll
di splay error nessages at the bottom of the screen. The
user nust correct the entered data and press ENTER If no
errors exist, TOPS wll wupdate the database ad display
" SC08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at
the bottom of the screen and place CHANGE in the Function
Line and 544 in the status code.

13.6 NOTI CE OF AWARD

Many contracts namy result from the award of a single
solicitation. TOPS provides the ability to print a notice
of award for these contracts. The SWC nunber from the
solicitation is automatically carried forward to the
contract. All contracts that relate to a SWC number and
came from the sane solicitation nunber will appear on the
sanme notice of award.

Prior to printing a notice of award for contracts with the
same SWC nunber, a reference should be created in the Text
dat abase using the SWC nunber as the text reference nunber.
Include in the text all the ordering instructions for the

contracts. This text will automatically be printed on the
notice of award which wll be distributed to state
agenci es.

To actually print the notice of award, the buyer nust set
the status code on only one of the contracts that has the
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SWC nunber for which the notice of award is being printed.
If the user is not viewing the KONT transaction, key KONT
in the Function Line and press ENTER Key INQU RE in the
Function Line and the desired contract nunber in the
contract nunber field and press ENTER. Key CHANGE in the
Function Line, TAB to the status code field and key 535.
Wen all fields have been entered correctly, press ENTER
If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.
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SECTI ON 14
PRI NT ORDERS

14.1 | NTRODUCTI ON

This section describes how orders are printed from the
solicitation process. How to print orders entered directly
into the Order database is addressed in Section 16, Fast
Order Entry and Section 17, Direct Oder Entry. How to
print a contract release order entered in the Requisition
dat abase is addressed in Section 18, Contract Rel ease Order
Pr ocessi ng.

14. 2 PROCESSI NG OVERVI EW

After the buyer sets the award flags or agrees with those
set by TOPS, the buyer sets the status code on the
solicitation to partial award or final award. Programs in
the nightly cycle wll create order records from the
solicitation. Wien the solicitation is awarded, the buyer
may set a status code encunber on-line.

For a docunment flow of the print award docunent process,
see Section 32, Document Fl ows.

14. 3 PROCESSI NG DETAI L

Following are the details of the processes to create
orders, obtain approvals and print the order. Orders may be
printed after a batch encunbrance process or after an on-
I i ne encunbrance process.

14.4 ON- LI NE ENCUVBRANCE

Wien the system defaults the encunber on-line indicator on
the solicitation transaction, then the nightly «cycle
creates the order and the status code will be set to 437
(awai ting on-line encunbrance). The buyer nust inquire the
Order database using the OBST (Orders by Buyer and Status
Code) transaction to determne which orders are at status
code 437. Once the buyer determnes which orders are
awai ting on-line encunbrance, the buyer nust change the
status code on each order to 439 - Master File Post.

To execute the on-line encunbrance process the buyer nust
set the order status code to 439, if the wuser is not
viewi ng the OBST screen, key OBST in the Function Line and
press ENTER. Key INQU RE in the Function Line, TAB to the
purchasing agency field and key the purchasing agency

15-i



TOPS USER MANUAL REVI SED 05/ 01
SECTION 14: Print Orders

nunber, the buyer code in the buyer code field and status
code 437 in the status code field and space out the top
order nunber press ENTER. TAB to the first order shown on
the screen and press ENTER. The ORDR screen w il appear
with the detail order record shown. INQURE on the ORDMM
screen for that order nunber. Wien the ORD4 transaction
comes up, key CHANGE in the Function Line, TAB to the
status code field and key 439. Wwen all fields have been
entered correctly, press ENTER

| f STARS processes successfully and encunbers the docunent,
the ORD4 status code will change to 444 - FUNDS AVAI LABLE
STARS UPDATED. The purchase order is now ready to be set to
one of the three PRINT status codes. See sections 14.5,
14.6, and 14.7 for detailed discussion of the printing
process.

14.5 ON LI NE ENCUMBERANCE FAI LS

When a purchase order encunbrance fails, the status code on
the order will set to 442 - FUNDS REQUEST FAILED. The user
must go to the order accounting screen(s) to see why the
funds failed in STARS. If the user is not currently view ng
the OACG screen, key OACG in the Function Line, TAB to the
order nunber field and key the order nunber and press
ENTER. The QOACG status code will be set to ‘4 and the
STARS reason code and its interpretation will be in the
lower half of the screen. If the reason that the funds
failed is a sinple keying error that can be corrected and
the request re-tried, change the incorrect data and the
OACG status code back to ‘1 and try to post the order
again. If errors exist, TOPS will display error nessages at
the bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display “SC08  TRANSACTI ON
SUCCESSFUL” and “L030 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

The user must now re-try to encunber the purchase order.
Key ORD4 in the Function Line and press ENTER If the
desired purchase order does not appear, key INQURE in the
Function Line, tab to the order nunber field and key the
desired nunber and press ENTER Key CHANGE in the Function
Line, tab to the status code field and key 439 and press
ENTER. If errors exist, TOPS will display error nmessages at
the bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display “SC08  TRANSACTI ON
SUCCESSFUL” and “L030 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

Repeat the above process for all orders in the Oder
dat abase at status code 437.
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14. 6 PRI NTI NG ORDER | N BATCH

To print the order in batch (overnight), set the status
code to 450, if the wuser is not viewing the ORM
transaction, key ORD4 in the Function Line and press ENTER
Key INQURE in the Function Line and the desired order
nunber in the order nunber field and press ENTER Key
CHANGE in the Function Line, TAB to the status code field
and key 450 to print the order in batch. Wen all fields
have been entered correctly, press ENTER |If errors exist,

TOPS will display error nessages at the bottom of the
screen. The user nust correct the entered data and press
ENTER. If errors do not exist, TOPS wll update the

dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

14.7 PRI NTI NG ORDER ON- LI NE

An agency nust have a separate software package such as
XCOM or VRO in order to have on-line print capability.
Al so, the printer route code nust be entered on either the
AGCY or ABUY screen for that agency or buyer.

To print the order on-line (immedi ately), set the status
code to 465, if the wuser is not viewing the ORDM
transaction, key ORD4 in the Function Line and press ENTER
Key INQURE in the Function Line and the desired order
nunber in the order nunber field and press ENTER Key
CHANGE in the Function Line, TAB to the status code field
and key 465 to print the order in batch. Wen all fields
have been entered correctly, press ENTER |If errors exist,

TOPS will display error nessages at the bottom of the
screen. The user nust correct the entered data and press
ENTER. If errors do not exist, TOPS wll update the

dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

14.8 PRI NTED COPY OF CORDER NOT NEEDED

If a printed copy of the purchase order is not needed, the
user may set the ORD4 status code to 455 after encunbrance.

All award and history information will be updated in the
nightly process without printing a copy of the order. Once
455 is used, the order can not be printed. Therefore, be

absolutely sure you do not need a printed copy of the order
before setting the status code to 455.

Al'l purchase orders nust be set to one of the status codes

450, 455, or 465 before any further processing can take
pl ace. A successful nightly batch process nust take place
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before the purchase order receipt information can be
entered into TOPS.
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SECTI ON 15
POST- AWARD DATABASE UPDATE

15.1 | NTRODUCTI ON

The purpose of this section is to explain how TOPS updates
t he databases after award and whi ch databases are updated.
This process is automatic and is based upon the award
process.

15. 2 PROCESSI NG OVERVI EW

There are two kinds of updates which occur during the award
process: bid update and award update. When the award fl ags
are set on the vendor bid records and the award status code
is set to partial award (380) on the solicitation, orders
are created and the award update process occurs. Wen the
award status code is set to final award (385) on the
solicitation, orders are created and the award update
process occurs. In addition, the bid update process occurs.
When an order change is processed, the award update process
occurs again to adjust prior award infornmation.

The award update involves updating the Vendor database with
summary and detail award information by vendor nunber, it
i nvol ves updating the Commpbdity database with detail award
information by conmodity code and unit of neasure, and it
i nvol ves wupdating the Agency database wth summary and
detail information by document type and comodity code.
Order changes issued wll adjust the previously updated
i nformati on.

The bid update involves updating the Vendor database with
summary and detail bid information by vendor nunber, and it
i nvolves updating the Commobdity database with detail bid
i nformation by commodity cl ass/sub-class and vendor nunber.

Al'l updates occur routinely as a part of the nightly cycle.
No action is required of the buyer other than to perform
t he normal buying functions wthin TOPS.

15.3 PROCESSI NG DETAI L

Following are the details of the processes to update the
dat abases after an award i s nade.
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15.4 BI D UPDATE PROCESS

The wupdates from the solicitation process involve the
responses to solicitations from the vendors. This update
occurs when the solicitation status code is set to final
award (385). This update occurs for all types of
solicitations except for requests for information and
noti ces of sale.

15.4.1 VENDOR DATABASE
15.4.1.1 VENDOR HEADER

The wupdate program increnments a counter on the vendor
record to show summary information regarding the nunber of
solicitations sent to this vendor and a count of how the
vendor responded to the solicitations.

15.4.1.2 VENDCR BI D DETAI L

A synopsis of the solicitation is extracted and noved to
the vendor bid detail record. The purpose of this record is
to give the Dbuyer a snap shot of the salient
characteristics of the bid without all the details. This
record will normally remain on-line rmuch |onger than woul d
the detail solicitation records.

15.4.2 COWODI TY DATABASE
15.4.2.1 COWODI TY SUPPLYI NG VENDOR

Wen a vendor registers as a supplier of a commodity or
service class and sub-class, the vendor wll be sent
solicitations automatically wuntil the supplying vendor
record is inactivated. One way the supplying vendor is
inactivated on a class and sub-class is for the vendor to
fail to respond to three consecutive solicitations for the
class and sub-class. In that case TOPS will autonmatically
i nactivate the supplying vendor record and print a letter
to the vendor advising of that action.

The way TOPS knows how to take the above action is through
bid update process. For each vendor with a nmaster bid
return code of 03 (no response) on the solicitation vendor
record (SVEN), the update program will|l penalize the vendor
once. Wen the third consecutive master bid return code of
03 is reached, TOPS sets the status code on the supplying
vendor record (CSVN) to inactive and prints a letter to the
vendor. This letter is routed to the buyer for review and
forwarded to the vendor. To re-activate the vendor, see
par agr aph 4. 3. 5.
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15.5 AWARD UPDATE PROCESS

To mninmze erroneous and m sleading updates, the award
updat e process occurs after the order is printed.

15.5.1 VENDOR DATABASE
15.5.1.1 VENDOR HEADER

The update program increnment a counter on the vendor record
to show sunmary information regarding the nunber of awards
by period made to a vendor. Al changes issued against
orders also update the vendor counters for nunbers and
anount of changes.

15.5.1.2 VENDOR AWARD DETAI L

A synopsis of the award is extracted and noved to the
vendor award detail record. The purpose of this record is
to give the Dbuyer a snap shot of the salient
characteristics of the award without all the details. This
record will normally remain on-line nmuch |onger than woul d
the detail order or contract records.

15.5.2 COWODI TY DATABASE

The comodity database is updated for each conmodity
awarded on an order or professional services contract.
Changes to orders al so update the Commodity dat abase.

15.5.2.1 COWODI TY HEADER

The following information is wupdated on the Comodity
Header Tabl e:

Dat e Last Purchased

Vendor Nunber

Award Nunber (Order or Contract)

Li ne Nunber

Agency Nunber

Unit Price

Quantity

Unit of Measure

Date First Purchased (Updated only once)
Cumul ati ve Number of Purchases

FYTD Nunber of Awards

FYTD Anpbunt of Awards

MID Anount of Awards

QID Anount of Awards

YTD Anmount of Awards

Amount of DPAs From Bid (for orders agai nst a DPA)
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15.5.2.2 COWODI TY UNIT OF MEASURE

The following information is updated on the Comobdity Unit
of Measure Tabl e:

Vendor Nunber

Unit Price

Quantity

Anpunt

Date of Order

Date of First Order
FYTD Quantity

FYTD Anmpunt

FYTD Average Unit Price

15.5.3 AGENCY DATABASE

There are three tables in the Agency database that are
updated after awards are nade. First, the Agency History
Table (AHST) is updated with the commdity codes purchased
and the FYTD amount for each compbdity code. Second, the
Agency Summary Table (ASUM is updated with the count of
awards by type. Third, a synopsis of the order is extracted
and noved to the Agency Detail Table (ADET).

15.5.4 CONTRACT DATABASE

As contract release orders are issued, the anmpunt of the
rel ease order is added to the release order anmpbunt in the
Contract database. In addition, the anpunt and quantity of
each line on the contract release order are added to the
anount and quantity on the correspondi ng contract |ine.
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SECTI ON 16
FAST ORDER ENTRY ($400 OR LESS)

16.1 | NTRODUCTI ON

As there is a large nunber of |ocal orders of $400 or |ess
whi ch need fast turn around in TOPS, a special fast order
entry transaction is provided to sinplify and accelerate
this order entry process. Renenber that the vendor cannot
be paid unless the order exists in TOPS and this is the
preferred method of entering |ocal purchases of $400 or
| ess into TOPS.

16. 2 PROCESSI NG OVERVI EW

The OFST table will serve as a "working table" for entering
and creating orders $400 or less. These orders can be
printed, but wll not be encunbered, wll not have
recei ving docunents and the goods will normally be picked
up and be in the possession of the user at the time the
OFST record is being processed. The real intent of OFST is
to have sone record of all purchases $400 or less and to
create the necessary records so the vendor can be paid.

Wen a State office urgently needs an item that can be
purchased locally and is $400 or less, l|ocal approval is
obtained, the appropriate individual contacts the |ocal
vendor and purchases the item Using the internally
generated docunents and the receipt from the transaction,
the user nust enter the purchase into TOPS.

First, the user nmust assure that the vendor is in the TOPS
dat abase. An order CANNOT be entered into TOPS unl ess the
vendor resides in the TOPS Vendor database and the vendor
cannot be in TOPS unless the vendor is first in STARS.

Second, the user nust determne that the item being ordered
does not require a commodity approval or an inventory tag.
This information in available on the COW screen for the
commodity cl ass/sub-cl ass. If the fixed asset flag is “S
or there is an “APPROVAL CATEGORY” present, the purchase
can not be entered using OFST. The order nust be entered
using Direct Order Entry as explained in Section 17.

Third, using the Order Fast Entry transaction (OFST), the
user should enter the required information. The OFST
transaction is Jlimted to one vendor, one accounting
distribution (all itenms nust be paid for fromthis account
code) and as many |lines of commbdity as necessary. Wen al

data el ements have been entered to the user's satisfaction,
press ENTER The program will create an order in the Oder
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dat abase, update the Vendor, Commobdity and Agency dat abases
and update the tables for paynment purposes.

For a docunent flow of the direct order entry process, see
Section 32, Docunent Flows.

16.3 PROCESSI NG FAST ORDER ENTRY (OFST) $400 OR LESS

To enter local orders of $400 or less in TOPS, if the user
is not currently viewing the OFST transaction, key OFST in
the Function Line and press ENTER Key CLEAR in the
Function Line and press ENTER The lines will refresh with
ADD in the Function Line. To conpletely refresh the screen
a second CLEAR nust be typed to <clear the header
information. Use the TAB key to nove the cursor to the
following required fields and key the desired data:

ORDER NUMBER: Key NEXT.

ORDER TI TLE: Key title of the order.

VENDOR NO.: Key the vendor nunber fromthe vendor database.
AMOUNT: Key anount of the order.

STARS I D: Self explanatory.

PURCHASI NG AGENCY: Sel f expl anat ory.

BUYER CODE: Sel f expl anatory.

REQUI SI TI ONI NG AGCY: Sel f expl anatory.

SHI P- TO AGENCY: Sel f expl anatory.

SHI P- TO SUB AGENCY: Sel f expl anatory.

FI SCAL YEAR Self explanatory.

FUND: Sel f expl anat ory.

DEPARTMENT: Al | ot mrent Depart nent.

DI VISION: Allotnent Division.

COST CENTER: Sel f expl anatory.

OBJECT CODE: Sel f explanatory.

| N\VO CE DATE: Sel f explanatory.

| N\VO CE NUMBER: Sel f expl anatory.

REC VD BY: Key initials of person who received the iten(s).
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DATE RECEI VED: Sel f expl anatory.

LI NE: Order |ine nunber
COMMODI TY CODE: Sel f expl anatory.

QUANTI TY: Self explanatory.

UNI T OF MEASURE: Sel f expl anatory.

UNIT PRICE: Self explanatory.

THE FOLLOW NG FI ELDS ARE OPTI ONAL

ACCNT TYPE: Type of accounting (if used)

AGENCY OBJ: Key agency object code.

GRANT/ SUB: Key grant and sub-grant.

DESCRI PTION: If different from database description.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
place CHANGE in the Function Line. To add the next set of
lines, i.e., 4, 5 6, key CLEAR in the Function Line and
the lines refresh. As nmany lines may be added as needed,
three lines at a time. Wien ENTER is pressed, the OFST will
create an order in the order database and display the order
nunber in the order nunber field. The OFST transaction also
receives and invoices the order automatically, |eaving only
the paynment screen (OPAY) to be done after conpleting an
OFST.

16.4 PRI NTI NG AN OFST ORDER

A purchase order entered through the OFST screen nay be
printed. To print an OFST order, if the wuser 1is not
currently viewing the ORD4 transaction, key ORD4 in the
Function Line and press ENTER Key INQU RE in the Function
Line and the desired purchase order nunber in the order
nunber field and press ENTER Key CHANGE in the Function
Line, tab to the status code field and key 450 to print the
purchase order overnight or 465 to print the purchase order
on-line and press ENTER Renenber that a separate software
package is needed in order to have on-line print
capability.
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OFST orders require no receiving or invoicing data be
entered into TOPS. The only function left to do after OFST
is the OPAY (paynent approval) function. For detailed

di scussi on on the paynent approval process, see section 28,
PAYMENT PROCESSI NG.
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SECTI ON 17
DI RECT ORDER ENTRY

17.1 | NTRODUCTI ON

There is a |large nunber of |ocal orders which may need to
be printed i medi ately. These orders may need to be entered
directly into the Oder Database. Bi ds cannot be entered
on OBID, an award cannot be nmade nor can a vendor be paid
unl ess that vendor exists in STARS and TOPS. You may take
a bid froma vendor and record that vendor's bid in ONTE if
that vendor is not registered in TOPS. Even though these
| ocal purchases are processed informally, they do require
conpetitive bidding.

17.2 PROCESSI NG OVERVI EW

The ORD4 transaction wll be used to enter the order
header. The OLI4 transaction will be used to enter the
order |ines. The QOACG transaction will be used to enter
the order accounting information. These orders will be
printed, will be encunbered, will have receiving docunents.
The real intent of this transaction is to allow orders to
be entered directly into the Order database for energencies
and for |ocal orders.

A State office nmay urgently need an item not available on
contract that can be purchased locally and the total order
is greater than $400 and | ess than $2000, |ocal approval is
obt ai ned, the buyer obtains three bids mnimm identifies
the low vendor and purchases the item Using the
internally generated docunents and the quotations from the
vendors, the buyer nust enter the purchase into TOPS.

First, the buyer nust assure that the vendor is in the TOPS
dat abase. An order CANNOT be entered into TOPS unless the
vendor resides in the TOPS Vendor database and the vendor
cannot be in TOPS wunless the vendor is first in STARS.

Second, using the ORD4 transaction, the buyer should enter
the required information. Using the OLI4 transaction, the
user should enter the line conmodity codes and unit prices.
Using the QOACG transaction, the wuser should enter the
accounting information for the order. Using OBID, the user
should record bids from two other bidding vendors. Usi ng
ONTE, the wuser should state a brief reason why that
purchase is being nade, and any other purchase related
docunent ati on, making sure to use their name and the date.
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Third, when all data elenments have been entered to the
user's satisfaction and all approval s, if any, are
approved, set the status code on the ORD4 transaction to
439 to encunber the funds.

Fourth, the wuser should set the status code on the ORD
transaction to 465 to print the order on-line, 450 to print
the order overnight, or 455 when a printed copy of the
purchase order is not needed.

For a docunent flow of the direct order entry process, see
Section 32, Docunent Flows.

17.3 PROCESSI NG DETAI L

Following are the details of the processes to enter orders
(emergencies and local orders) greater than $400 and | ess
than $2000 and to create the order in the Oder database.
Orders for less than $400 that require nore than one (1)
accounting line nmay al so be entered using this process.

17.4 ENTER ORDER HEADER

To create an order header record, if the wuser is not

currently viewing the ORD4 transaction, key ORD4 in the

Function Line and press ENTER Key CLEAR in the Function

Line and press ENTER  The screen will refresh with ADD in

t he Function Line. Use the TAB key to nove the cursor to

the followng required fields and key the desired data:

ORDER NUMBER: NEXT.

TITLE LINE 1: Key title of order.

STATUS CODE: Defaults to 400.

AWARD CODE: 'B' for a local purchase $400 - $2000, ‘C for
| ocal purchase orders under $400 with nore than one
accounting line, 'D for an energency purchase (over
$2000 only). See Section 31.9.3 for award codes.

FI SCAL YEAR Key current fiscal year.

REQUI SI TI ON AGENCY: Key requi sitioning agency nunber.

VENDOR NUMBER: Key vendor nunber to whom the order will be
i ssued.

Bl LL- TO AGENCY: Key bill-to agency nunber
Bl LL- TO SUB- AGENCY: Key bill-to sub-agency nunber.
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SHI P- TO AGENCY: Key shi p-to agency number

SHI P- TO SUB AGENCY: Key ship-to sub agency nunber.
DATE QUOTE RECVD: Sel f explanatory

COWM CLASS/ SUB: Key mmj or commodity cl ass/ sub-cl ass.
DI SCOUNT TERMS: Key discount terms, e.g., 1% 30 Days.
DI SCOUNT PERCENT: Key the di scount percent.

DI SCOUNT DAYS:. Key the discount days.

NET PERI OD: Key the net period, normally one day after end
of di scount days.

DELI VERY TERMS: Key the delivery ternms, e.g., 14 days ARO
DELI VERY DAYS ARO Key the number of days ARO

DELI VERY WEEKS ARO Key the nunber of weeks ARO if used
VENDOR FOB: Key vendor's delivery terms, e.g., Destination.
PURCHASI NG AGENCY: Key purchasi ng agency nunber.

BUYER CODE: Key buyer code.

The following fields are OPTIONAL for this transaction:
TITLE LINE 2: Key title line 2.

OBLI GATI ON: Key obligation (DPA) number, order total nust
be | ess than $5000.

CONTRACT: Key contract nunber (If release from agency or
statewi de contract).

CONTACT PERSON: Key contact person nane.
CONTACT PHONE: Key contact person phone.
GSA INDI CATOR: Key Y if the order is against a GSA contract

el se key N.
After all appropriate fields are conpleted, press ENTER
If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, an order nunber
will be assigned and TOPS w Il wupdate the database and

di splay "SC08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES
ADDED' at the bottom of the screen and place CHANGE in the
Functi on Line.
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If the user is not viewing the ORD4 transaction, key ORD4
in the Function Line and press ENTER Key INQU RE in the
Function Line and the desired order nunber in the order
nunber field and press ENTER Key CHANGE in the Function
Line, TAB to the status code field and key 405. When al

fields have been entered correctly, press ENTER If errors
exist, TOPS will display error nessages at the bottom of
t he screen. The user nust correct the entered data and

press ENTER If errors do not exist, TOPS will update the
dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

17.5 LINES

To create an order line record for local purchases not on
contract and for release < $5000 from DPA/BID, if the user
is not currently viewing the OLI4 transaction, key O.LI4 in
the Function Line and press ENTER Key CLEAR in the
Function Line and press ENTER The screen will refresh
with ADD in the Function Line. Use the TAB key to nove the
cursor to the following required fields and key the desired
dat a:

ORDER NUMBER: Key Order Nunber.

ORDER LINE NUMBER: Begin wth 00001 and increnent as
needed.

STATUS CODE: Defaults to 400.

COMMODI TY CODE: Key commodity code of the item or service.
ORDER QUANTI TY: Key quantity desired.

UNI T OF MEASURE: Key unit of neasure desired.

UNIT PRICE: Key the unit price.

The following fields are OPTIONAL for this transaction:
BRAND NAME: Key the brand nane.
MODEL NUMBER: Key the nodel nunber.

DELI VERY AGENCY: Key delivery agency nunber if different
fromthe order delivery agency on ORD.

DELI VERY SUB ACENCY: Key delivery sub agency nunber if
different fromthe order delivery sub agency on ORD.

18- 167



TOPS USER MANUAL REVI SED 05/ 01
SECTION 17: Direct Order Entry

After all appropriate fields are conpleted, press ENTER
If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

If the user is not the viewing the OLI4 transaction, Kkey
OQLl4 in the Function Line and press ENTER Key INQU RE in
the Function Line and the desired order and |ine number in
the order and line nunber fields and press ENTER Key
CHANGE in the Function Line, TAB to the status code field
and key 405. Wen all fields have been entered correctly,

press ENTER If errors exist, TOPS wll display error
nmessages at the bottom of the screen. The user nust
correct the entered data and press ENTER. If errors do not

exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.
17.6 ACCOUNTI NG
To encunmber funds, accounting distributions nmust be added
to the Oder Accounting Table. If the wuser is not
currently viewing the QACG transaction, key QACG in the
Function Line and press ENTER Key CLEAR in the Function
Line and press ENTER  The screen will refresh with ADD in
t he Function Line. Use the TAB key to nove the cursor to
the followng required fields and key the desired data:
ORDER NUMBER: Key desired order nunber.
ACCT LINE NUMBER Key the accounting line nunber. Start
with 01 and increnent as necessary. Only one
accounting line is required per order.

ACCOUNT TYPE: Leave blank wunless accounting information
defaults are acti vat ed.

STATUS CODE: 0O (zero).

ACTI ON CODE: Key C for create.

FUND: Key fund nunber.

OBJECT CODE: Key object code.

DEPARTMENT: Key al | ot nent departnment nunber.
DI VI SION: Key all otnent division nunber.
COST CENTER: Key cost center.
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LI NE AMOUNT: Key anount of this accounting |ine.

STARS | D: Key STARS | D NUMBER

The following fields are OPTIONAL for this transaction:

AGENCY OBJECT: Key agency object code.

PRQJIECT: Key project code.

SUB PRQJECT: Key sub project code.

GRANT: Key grant nunber.

SUB GRANT: Key sub grant nunber

***  NOTE: FROM AND TO LINES SHOULD ONLY BE USED ON A
MULTI PLE LI NE ORDER W TH MULTI PLE ACCOUNTI NG LI NES!

FROM LI NE: Key begi nning order line nunber this accounting
[ine will fund.

TO LINE: Key ending order |ine nunber this accounting line
will fund.

USER FI ELD 1: Key desired information.
USER FI ELD 2: Key desired information.

After all appropriate fields are conpleted, press ENTER

If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wil

update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

If the user is not viewing the QACG transaction, key OACG
in the Function Line and press ENTER Key INQU RE in the
Function Line and the desired order and line nunber in the
order and |line nunber fields and press ENTER Key CHANGE
in the Function Line, TAB to the status code field and key
1. When all fields have been entered correctly, press
ENTER. If errors exist, TOPS will display error nessages
at the bottom of the screen. The user nust correct the
entered data and press ENTER If errors do not exist, TOPS
will wupdate the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

17.7 RECORD BI DS
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Orders entered directly into the order database shoul d have
bi ds recorded against them using the OBID Tabl e. If a bid
was received from a vendor that has not been registered on
TOPS, that wvendor's bid nust be recorded in the ONTE
screen. Only registered vendors bids may be recorded in
OBl D. The awarded vendor information and prices bid wll
automatically be recorded on OBID by the system The user
need only key the other two bidders vendor nunbers and bid
i nformati on.

To record bids using OBID, if the user is not currently
viewing the OBID transaction, key OBID in the Function Line
and press ENTER Key INQURE in the Function Line, tab to
the order nunber field and key the desired order nunber and
press ENTER Key CHANGE in the Function Line and use the
tab key to nmove to the following required fields and key
t he desired data:

VENDOR NUMBER: Key desired vendor nunber.

UNIT PRICE (UP): Key the unit price bid by the vendor for
each |i ne.

The following fields are optional for this transaction:

QUOTE RECEIVED FROM Key the name of the wvendor’s
representative who told you the price.

DI SCOUNT TERMS: Key di scount ternmns.
DELI VERY TERMS: Key delivery ternmns.

After all appropriate fields are conpleted, press ENTER
If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"L030 UPDATE SCREEN PROCESSED' at the bottom of the screen
and place CHANGE in the Function Line.

To change information on an OBID record, key CHANGE in the
Function Line, if it is not already there, and change the
desi red dat a.

17.7.1 DOCUMENT PURCHASE

Al l orders entered into TOPS should be <conpletely
docunented in the ONTE screen. ONTE works like all other
text screens. To enter text in ONTE, if wuser is not
viewi ng the ONTE screen, key ONTE in the Function Line and
press ENTER Then, key GET in the Function Line, TAB to
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the order nunber field and key the desired order nunber and
press ENTER Key CHANGE in the Function Line and tab to
the first 1line. Key the docunentation justification. Be
sure to include your full name and the date when using the
ONTE screen. Any explanation for not getting three (3)
bids or recording a bid from a vendor not registered in
TOPS woul d al so go on the ONTE screen.

17.8 ENCUMBER FUNDS

To encunber funds change the status code on the order, if
the user is not viewing the ORD4 transaction, key ORD4 in
the Function Line and press ENTER Key INQURE in the
Function Line and the desired order nunber in the order
nunber field and press ENTER Key CHANGE in the Function
Line, TAB to the status code field and key 439 - Master
File Post, press ENTER. If errors exist, TOPS will display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER. If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.
The status code will automatically change to either 442 -
Funds Request Failed or 444 - Funds Available STARS
updated. See section 14.4 for a detailed discussion of the
encunber process.

17.9 APPROVAL

During this process certain approvals may be automatically
added to the Approval Table (PAPV). I n addition approval s
may be manual |y added to the PAPV Table. Before the order
can be processed to the next step, all approval records in
the PAPV Table nust be approved or cancel ed. See Section
29, Approval Processing for a detailed description of the
approval process.

17.10 PRI NTI NG ORDER

To print the order, change the status code on the order.
If the user is not viewing the ORD4 transaction, key ORD4
in the Function Line and press ENTER Key INQU RE in the
Function Line and the desired order nunber in the order
nunber field and press ENTER Key CHANGE in the Function
Line, TAB to the status code field and key 450. When al

fields have been entered correctly, press ENTER If errors
exist, TOPS will display error nessages at the bottom of
t he screen. The user nust correct the entered data and

press ENTER If errors do not exist, TOPS will update the
dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
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"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

The order will print on an overni ght program and be sent to
Central Purchasing where the agency can pick up their
orders and

di stribute them accordingly.

17.11 ON-LINE PRI NT OF ORDERS

A separate software package such as VRO or XCOM is needed
to have on-line print capability. The wuser may print
orders on-line rather than overnight by changing the status
code on the Oder Table (ORD4) to 465. The order wll
print and update as though it had been printed overnight.
In cases where the order has already been printed the order

will print only and not update.
The order will print on the local printer assigned to the
buyer on the order. Your printer route code nust be

defined in TOPS by the System Administrator in order to
have on-line print capability.

17.12 PROCESSI NG OF ORDERS W THOUT PRI NT

This process is to be used if a vendor does not require a
printed copy of the purchase and the agency does not need a

copy.

To process an order wthout print: If the viewer is not
viewing the ORD4 transaction, key ORD4 in the Function Line
and press ENTER Key INQURE in the Function Line and TAB
to the order nunber field and key the order nunber and
press ENTER Key CHANGE in the Function Line and TAB to
the status code field and key 455. If errors exist, TOPS
will display error nessages at the bottom of the screen.
The user nust correct the keyed data and press ENTER | f
errors do not exist, TOPS wll wupdate the database and
di splay "SC08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES
ADDED' at the bottom of the screen. The status code will
automatically change to 456.

*** NOTE: NO MATTER HOW YOUR ORDER HAS BEEN PROCESSED,
STATUS CODES 450, 455 OR 465, YOU MJST VWAIT UNTIL A
SUCCESSFUL NI GHTLY HAS OCCURRED TO RECEIVE (OREC, ORLN)

YOUR ORDER PLEASE | | RE YOUR ORDER NUMBER ON THE Y
SCREEN TO AS

BEFORE TRYI NG TO RECEI VE.
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SECTI ON 18
STATEW DE AND AGENCY CONTRACT RELEASE ORDER PROCESSI NG

18.1 | NTRODUCTI ON

The purpose of this section is to describe the procedures
for entering and processing statew de and agency contract
rel ease orders. This section may overlap other sections
somewhat because either the requisition entry process or the
direct order entry process may be used to enter statew de
and agency contract release orders. Every attenpt wll be
made to use procedures already defined in those sections.
*rxk AL THOUGH BOTH PROCESSES ARE OUTLINED IN TH S SECTI ON
| T IS RECOWENDED THAT AGENCIES USE THE ORD4 METHOD FOR
DO NG A CONTRACT ORDER FOR SI MPLICITY.

18. 2 PROCESSI NG OVERVI EW

One of the objectives of State purchasing is to expand the
use of statewide contracts. The departnents realize
adm ni strative savings and reduction in procurenment |ead-
time as well as hard savings in unit prices through the use
of statew de contracts. Statew de contracts should be easy
to access and use. In addition, agency contracts provide the
same benefits but only for the agencies authorized to use
t hose contracts.

TOPS provides two basic ways to enter contract release
orders agai nst statewide and agency contracts. The
requi sition my be entered into the Requisition database and
the contract release order created or the contract release
order may be entered directly into the Order database.

If the requisition is entered into the Requisition database,
all itenms on the requisition nmust be on contract. Not al

itens have to be from the same contract, but they nust all
be on contract. However, if the itens are from an encunbered
contract, all items nust be fromthe sane contract. Wen the
user has conpleted the entry process, pre-encunbered the
funds (funds are not pre-encunbered for contract release
orders on an encunbered contract) and obtai ned approvals,

the status code nust be set on the requisition so the
contract rel ease orders can be created in the nightly cycle.
During the requisition entry process, TOPS wuses the
commodity code on each line to determne if the comodity is
on contract. For those that are on contract, TOPS determ nes
if the requisitioning agency is authorized to purchase from
the contract. TOPS al so checks the ordering status of the
contract and the contract line. If the commpdity is on nore
t han one contract line for the same agency, TOPS will "shop"
and return the lowest price. The user my specify the
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contract only, or the contract and the |ine nunber as the
requisition line is entered. In these cases, TOPS will only
search the specified contract or contract and I|ine.

The other procedure for entering contract rel ease orders is
to enter the order header, order lines and order accounti ng.
There are sone restrictions which apply. First, the order
must be restricted to a contract release order. Contract
itenms and non-contract itenms cannot be purchased on the sane
order. And second, the order can be for only one contract
and vendor. To enter orders directly into the Oder
dat abase, the user nust know that the item is on contract
and the contract nunber. After the lines are entered, add
order accounting records, gain approvals, encunber funds and
print the contract release order. Funds are not encunbered
in STARS for ~contract release orders on encunbered
contracts. They are processed against the encunbered
contract KACG record.

After the statew de and agency contract release orders are
created and printed, the Vendor, Commodity, Agency and
Contract databases are updated with history regarding the
contract rel ease order.

For a docunment flow of the contract release order process,
see Section 32, Document Fl ows.

18. 3 PROCESSI NG DETAI L

Following are the details of the processes to enter
statewide and agency contract release orders into the
Requi siti on Database and for entering statewi de and agency
contract release orders directly into the Order database.

18.4 REQUI SI TI ON

A statew de and agency contract rel ease order nay be entered
into the Requisition database and processed in the nightly
cycle to create contract release orders in the Oder
dat abase.

18.5 USER

The departnental user is essentially in charge of the entry
of the contract release order in the Requisition database.
The contract has been established to include pricing,
therefore there is no reason for purchasing to becone
i nvol ved.
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18.5.1 ENTRY

The entry process is essentially the sane as that for the
requisition entry process discussed in Section 8,
Requi si tion Processing.

18.5.1.1 HEADER

Create a requisition header just as for a regqgular
requisition. See Section 8, Requisition Processing for
information on creating a requisition header. The
requi sition docunment type nust be set to P1R for contract
rel ease order

18.5.1.2 LINES

Create requisition lines in the sane nmanner as for regular
requisition lines. See Section 8, Requisition Processing for
information on creating requisition |lines.

Wen the comobdity code is entered, the RLI2 transaction
perfornms the follow ng checks:

1. Validates the compdity code and assures that the status
code is active.

2. Checks to see if the commpdity code is on contract.

3. Checks the contract status to assure that the contract is
active.

4. Checks the first contract's ordering status and if the
current date is within the contract ordering period.

5. Checks the nmster delivery agency to determine if the
requi sitioning agency is authorized to use the contract.

6. Checks the contract |ine ordering status.

7. Checks the delivery agency on the contract |ine.

8. Checks the unit of neasure on the contract |ine.

9. Retains the unit price fromthe contract |ine.

For all other contracts for the cormmbdity code, RLI2 repeats
t he above checks and replaces the retained unit price if the
new one is lower. At the end of the search, the contract
nunber, vendor nunber, contract |ine nunber and the unit
price are displayed for the wuser. The wunit price is
mul tiplied by the FROM quantity and di spl ayed.

If the commbdity code is on an unpriced contract (discount
off catalog price), the user will be asked to enter the
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catal og item nunber and the catalog price. The transaction

will retrieve the discount fromthe contract and conpute the
net catalog price from the price entered. The contract
nunber, |ine nunmber and vendor nunber will be display on the

RLI 2 transacti on.
18.5.2 ACCOUNTI NG ( PRE- ENCUMBRANCE)

Accounting information will be entered in the sane manner as
on a reqgular requisition. See Section 8, Requisition
Processing for information on how to enter accounting
i nformati on.

18.5.3 APPROVAL

During this process certain approvals nmay be autonmatically
added to the Approval Table (PAPV). In addition approvals
may be nmanually added to the PAPV Table. Before the
requi sition can be processed to the next step, all approval
records in the PAPV Tabl e nust be approved or cancell ed. See
Section 29, Approval Processing for a detailed description
of the approval process.

When the status code is set to 150 to send the requisition
to purchasing, the status code noves to 275 instead of 200.
At status code 275, the contract release order wll be
automatically awarded and a contract rel ease order created.

18.6 ORDER

Contract release orders may be entered directly into the
Order database. Unlike entering contract release orders in
t he Requi sition database, an order is restricted to a single
contract and vendor.

18.6.1 OFCR - FAST CONTRACT RELEASE ORDER

The OFCR screen was developed to provide quick entry of a
contract release order directly into the database. The OFCR
screen may be used to enter both statew de and agency term
contract release orders. The OFCR screen is divided into
three sections that conmbines the order header (ORD4), line
(OLI3), and accounting (OACG information onto one screen
OFCR allows for both rmultiple order lines and nultiple
accounting lines. OFCR also allows the user to designate
whi ch contract accounting(s) (KACG they want the funds to
come from

If the user is not currently viewing the OFCR screen, key
OFCR in the Function Line and press ENTER Key CLEAR in the
Function Line and press ENTER The screen will refresh with
ADD in the Function Line. Use the TAB key to nove the cursor
to the following required fields and key the desired data:
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SECTI ON ONE (Order Header)
ORDER NUMBER: Key “NEXT”

TITLE LINE: Key title of order

VENDOR NUMBER: wi |l default to contract vendor
REQUI SI TI ON AGENCY: Key requi sitioning agency nunber.
STATUS CODE: will default to 405

FI SCAL YEAR: WI| default to current fiscal year
PURCHASI NG AGENCY: Key purchasi ng agency nunber
BUYER CODE: Key buyer code

Bl LL- TO AGENCY: Key bill-to agency

Bl LL- TO SUB AGENCY: Key bill-to sub agency

SHI P- TO Agency: Key ship-to agency numnber

SHI P- TO SUB Agency: Key ship-to sub agency nunber
CONTRACT NUMBER: Key contract nunber

SECTI ON TWO (Order Lines)
LI NE NUMBER: Key next sequential order |ine nunber

STATUS CODE: systemw || default to 405

COMMODI TY CODE: Key the comodity code

QUANTI TY: Key quantity desired

UNI T OF MEASURE: Key unit of neasure from contract
CONTRACT LI NE NUVBER: Space out wth spacebar

SECTI ON THREE ( Accounting | nformation)
ACCOUNT LINE: Start wth 01 and increnent as necessary

FUND: Key in fund
MAJOR/ M NOR OBJECT CODE: Key in object code

DEPARTMENT: Key i n departnent nunber
DI VI SION: Key in division nunber

COST CENTER Key in cost center
STATUS: Status is zero (0) on ADD
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STARS: Key in your STARS ID
LINE AMOUNT: Key in the total of the amount of the order.

After all appropriate fields are conpleted, press ENTER |If
errors, exist TOPS will display error nessages at the bottom
of the screen. The user nust correct the keyed data and
press ENTER. If errors do not exist, TOPS will update the
dat abase and di splay “SC08 TRANSACTI ON SUCCESSFUL” and “ LGB0
ALL LINES ADDED’ at the bottom of the screen and assign a
pur chase order nunber in the order nunber field.

To enter additional order or accounting lines or both, wth
CHANGE in the Function Line, key over the necessary fields
in sections two and three. Continue wuntil order is
conpl et ed.

The OFCR screen can be used to encunber and print the
purchase order after all approvals have been net. See the
remai nder of section 18 for status codes used to encunber
and print your purchase order.

The following are optional fields on the OFCR screen.

SECTI ON ONE
AGENCY REQUI SI TI ON NUMBER: Key agency’s tracki ng nunber.

PERI ODI C PAYMENT | NDI CATOR: Defaults to N, set to Y for
peri odi ¢ paynent order.

SECTI ON TWO
DELI VERY AGENCY/ SUB: Key delivery and sub delivery agency
nunber if different from Ship-To codes.

CATALOG | TEM NUMBER: If the contract is unpriced, key the
catal og price.

PAY AMOUNT: Key the anmbunt to be paid on this |line based on
frequency if periodic paynent order.

SECTI ON THREE
ACCOUNT TYPE: Key accounting type code if activated.

AGENCY OBJECT: Key agency object code.

PRQJECT: Key project code.
SUB PRQJECT: Key sub project code.

GRANT: Key grant code.
SUB GRANT: Key sub grant code.
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FROM LI NE: Key beginning order |ine nunber this accounting
line will fund

TO LINE: Key ending order |ine nunber this accounting |ine
will fund.

*** NOTE: FROM AND TO LINES CAN ONLY BE USED ON A MULTI PLE
LI NE ORDER W TH MULTI PLE ACCOUNTI NG LI NES. YOU MUST BEG N ON
THE FI RST ACCOUNTI NG SCREEN AND CONTI NUE THROUGH THE REST OF
THE ORDER.

18. 6.2 ORDER HEADER ( ORD4)

To create a contract release order header record, if the
user is not currently viewing the ORD4 transacti on, key ORD4
in the Function Line and press ENTER Key CLEAR in the
Function Line and press ENTER The screen will refresh with
ADD in the Function Line. Use the TAB key to nove the cursor
to the following required fields and key the desired data:
ORDER NUMBER: Key " NEXT".

TITLE LINE 1: Key title of order.

STATUS CODE: Defaults to 400.

AWARD CODE: See Section 31 for award code.

FI SCAL YEAR Key fiscal year

REQUI SI TI ON AGENCY: Key requi sitioning agency nunber.

VENDOR NUMBER: Key vendor nunber to whom the order will be
i ssued.

Bl LL- TO AGENCY: Key bill-to agency numnber

Bl LL- TO SUB ACGENCY: Key bill-to sub agency nunber.
SHI P- TO AGENCY: Key shi p-to agency number

SHI P- TO SUB AGENCY: Key ship-to sub agency nunber.
CONTACT PERSON: Key contact person nane.

CONTACT PHONE: Key contact person phone.
COMM CLASS/ SUB: Key mmj or commodity cl ass/ sub-cl ass.

CONTRACT: Key contract nunber.
PURCHASI NG AGENCY: Key purchasi ng agency nunber.
BUYER CODE: Key buyer code.
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The following fields are OPTIONAL for this transaction:

TITLE LINE 2: Key title line 2.

DI SCOUNT TERMS: WII be retrieved fromthe contract.

DI SCOUNT PERCENT: W Il be retrieved fromthe contract.
DELI VERY TERMS: WII be retrieved fromthe contract.
DELI VERY DAYS ARO WII be retrieved fromthe contract.
DELI VERY WEEKS ARO. WI | be retrieved fromthe contract.

GSA INDI CATOR: Key Y if the order is against a GSA contract
el se key N.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS will display error nessages at the bottom
of the screen. The user nust correct the keyed data and
press ENTER. If errors do not exist, TOPS will update the
dat abase and di splay "SC08 TRANSACTI ON SUCCESSFUL" and "L030
ALL LINES ADDED' at the bottom of the screen and place
CHANGE in the Function Line.

If the user is not viewing the ORD4 transaction, key ORD4 in
the Function Line and press ENTER Key INQURE in the
Function Line and the desired order nunber in the order
nunber field and press ENTER Key CHANGE in the Function
Line, TAB to the status code field and key 405. Wen all
fields have been entered correctly, press ENTER |If errors
exist, TOPS will display error nessages at the bottom of the
screen. The user nust correct the entered data and press
ENTER. |f errors do not exist, TOPS will update the database
and display "SCO08 TRANSACTION SUCCESSFUL" and "LO30 ALL
LI NES ADDED' at the bottom of the screen and place CHANGE in
t he Function Line.

18.6.3 LINES (QLI3)

To create a contract release order line record, if the user
is not currently viewing the OLI3 transaction, key OLI3 in
the Function Line and press ENTER Key CLEAR in the Function
Line and press ENTER The screen will refresh with ADD in
the Function Line. Use the TAB key to nove the cursor to the
following required fields and key the desired data:

ORDER NUMBER: Key your purchase order nunber.

ORDER LI NE NUMBER: Begin with 00001 and increnent as needed.
STATUS CODE: Key 400.

COMMODI TY CODE: Key commodity code of the item or service.
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ORDER QUANTI TY: Key quantity desired.
UNI T OF MEASURE: Key unit of neasure as per contract.
The following fields are OPTIONAL for this transaction:

COMMODI TY DESCRI PTION:  When doing a contract release, the
description nay be expanded upon by using the OMOD
screen.

BRAND NAVME: WIIl be retrieved fromthe contract.
MODEL NUVBER: WIIl be retrieved fromthe contract.
TAX AMOUNT: Key tax amount if appropriate.

CATALOG | TEM NUMBER: If the contract is unpriced, key the
catal og i tem nunber.

CATALOG PRICE: If the contract is unpriced, key the catal og
price.

DELI VERY AGENCY: Key delivery agency nunber if different
fromthe ordering agency.

DELI VERY SUB ACGENCY: Key delivery sub agency nunber if
different fromthe ordering sub agency.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS will display error nessages at the bottom
of the screen. The user nmnust correct the keyed data and
press ENTER. If errors do not exist, TOPS will update the
dat abase and di splay "SC08 TRANSACTI ON SUCCESSFUL" and "L030
ALL LINES ADDED' at the bottom of the screen and place
CHANGE in the Function Line.

If the user is not viewing the OLI3 transaction, key OLI3 in
the Function Line and press ENTER Key INQURE in the
Function Line and the desired order and |ine nunbers in the
order and |line nunbers fields and press ENTER Key CHANGE in
the Function Line, TAB to the status code field and key 405.
When all fields have been entered correctly, press ENTER |f
errors exist, TOPS will display error nessages at the bottom
of the screen. The user nust correct the entered data and
press ENTER. If errors do not exist, TOPS will update the
dat abase and di splay "SC08 TRANSACTI ON SUCCESSFUL" and "L030
ALL LINES ADDED' at the bottom of the screen and place
CHANGE in the Function Line.

18. 6.4 ACCOUNTI NG ( CACG

To encunber funds, accounting distributions nust be added to
the Order Accounting Table. If the user is not currently
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viewi ng the OACG transaction, key QACG in the Function Line
and press ENTER Key CLEAR in the Function Line and press
ENTER. The screen wll refresh with ADD in the Function
Line. Use the TAB key to nove the cursor to the follow ng
required fields and key the desired data:

ORDER NUMBER: Key desired order nunber.

ACCT LINE NUMBER: Start with 01 and i ncrenment as necessary.
STATUS CODE: 0 (zero).

ACTI ON CODE: Key C for create.

FUND: Key fund nunber.

OBJECT CODE: Key object code.

DEPARTMENT: Key al | ot nent departnment nunber.

Dl VI SION: Key all otnent division nunber.

COST CENTER: Key cost center.

LI NE AMOUNT: Key anount of this account |ine.

STARS | D: Key your STARS ID.

The following fields are OPTIONAL for this transaction:
ACCOUNT TYPE: Key account type code if activated.

AGENCY OBJECT: Key agency object code.

PRQJIECT: Key project code.

SUB PRQJECT: Key sub project code.

GRANT: Key grant nunber.

SUB GRANT: Key sub grant nunber.

*** NOTE: FROM AND TO LI NES CAN ONLY BE USED ON A MULTI PLE
LI NE ORDER W TH MULTI PLE ACCOUNTI NG LT NES!

The From and To Lines on the OACG are to be used only when
certain lines on the order have distinctly different
accounting information; i.e., Funds for Order Lines 00001
t hrough 00005 have a different cost center or division code
than Order Lines 00006 through 00010. If only one OACG is
used on an order, the Fromand To Lines are not to be used.

FROM LI NE: Key beginning order |ine nunber this accounting
l[ine will fund. SEE NOTE ABOVE.
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TO LINE: Key ending order |ine nunber this accounting |ine
will fund. SEE NOTE ABOVE.

USER FI ELD 1: Key desired information.
USER FI ELD 2: Key desired i nformation.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS will display error nessages at the bottom
of the screen. The user nmnust correct the keyed data and
press ENTER. If errors do not exist, TOPS will update the
dat abase and di splay "SC08 TRANSACTI ON SUCCESSFUL" and "L030
ALL LINES ADDED' at the bottom of the screen and place
CHANGE in the Function Line.

If the user is not viewing the OACG transaction, key QACG in
the Function Line and press ENTER Key INQURE in the
Function Line and the desired order and |ine nunbers in the
order and |line nunbers fields and press ENTER Key CHANGE in
the Function Line, TAB to the status code field and key 1.
When all fields have been entered correctly, press ENTER |f
errors exist, TOPS will display error nessages at the bottom
of the screen. The user nust correct the entered data and
press ENTER. If errors do not exist, TOPS will update the
dat abase and di splay "SC08 TRANSACTI ON SUCCESSFUL" and "L030
ALL LINES ADDED' at the bottom of the screen and place
CHANGE in the Function Line.

To encunber funds change the status code on the order if the
user is not viewing the ORD4 transaction, key ORD4 in the
Function Line and press ENTER Key INQU RE in the Function
Line and press ENTER. Key INQU RE in the Function Line and
the desired order nunber in the order nunber field and press
ENTER. Key CHANGE in the Function Line, TAB to the status
code field and key 439 - Master File Post. For orders on an
agency contract, a transaction to STARS will not be created,

but OACG will validate against the applicable contract KACG
record. Additionally, the KACG Odered Anmount wll be
updat ed. When all fields have been entered correctly, press
ENTER. If errors exist, TOPS will display error nmessages at
the bottom of the screen. The user nust correct the keyed
data and press ENTER If errors do not exist, TOPS wll

update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

18.6.5 APPROVAL (PAPV)

During this process certain approvals nmay be autonmatically
added to the Approval Table (PAPV). In addition approvals
may be manually added to the PAPV Table. Before the order
can be processed to the next step, all approval records in
the PAPV Table nust be approved or cancelled. See Section
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29, Approval Processing for a detailed description of the
approval process.

18. 6.6 PRI NTI NG CONTRACT RELEASE CORDERS

To print the contract rel ease order, change the status code
on the order. |If the wuser is not viewng the ORM
transaction, key ORD4 in the Function Line and press ENTER
Key INQURE in the Function Line and the desired order
nunber in the order nunber field and press ENTER Key CHANGE
in the Function Line, TAB to the status code field and key
450. When all fields have been entered correctly, press
ENTER. |If errors exist, TOPS will display error nmessages at
the bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

18.6.7 ONLINE PRI NT OF CONTRACT RELEASE ORDERS
Sone agencies have capability of printing on-line rather

than overnight. Wen this applies, the user may print on-
line by changing the status code on the Oder Table (ORD4)

to 465. The contract release order will print and update as
though it had been printed overnight. In cases where the
order has already been printed, the order will print only

and not update.
18. 6.8 UPDATI NG W THOUT PRI NT

I f you don't need a printed copy of the purchase order, you
may update the order as though it had been printed overnight
without it actually being printed. To update wi thout print,
change the status code on the Order Table (ORD4) to 455. The
status code will then cone back at status code 456. You nay
finish processing the order the next day.
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SECTI ON 19
ORDER CHANGE PROCESSI NG

19.1 | NTRODUCTI ON

The purpose of this section is to define the procedures for
processing order changes. Order changes nay be issued to
adm nistratively correct the order, delete lines from the
order, add lines to the order, adjust the accounting
information, cancel the order in partiality or conpletely
after it has been encunbered and printed or any conbination
of these.

19. 2 PROCESSI NG OVERVI EW

An order must have been printed and active before a change
can be issued. To issue an order change:

1. Create an order change record.
2. Add order change text.

3. Set the order change status code to adjust the
encunbrance in STARS.

4. Set the order change status code to print.

5. Receive the printed change, sign and distribute.

| f needed, create order change lines to add or delete lines
fromthe order. If the line existed on the original order,
only the quantity, unit price and shipping |ocation can be
changed.

| f needed, create order change accounting lines to increase,
decrease or cancel accounting information.

For a docunment flow of the order changes process, see
Section 32, Docunent Flows.
19.3 PROCESSI NG DETAI L

Following are the details of the processes to enter order
changes, obtain funds, obtain approvals, and print changes.

19.3.1 COWPLETE ORDER CANCELLATI ON PROCESS ( OCHG)
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OFST orders that have not yet been paid may be cancel ed by
changing the ORD4 status code to 493. Be sure to conplete
t he ONTE screen expl ai ning why you are canceling the order.

If the order you wish to cancel is an order that resulted
froma requisition (award codes F or G and the ORD4 status
code is below 480, a request for cancellation nust be sent
to the buyer in the Purchasing Division that handled the
requi sition. Any change to this type of purchase order mnust
be done by Purchasing D vision personnel.

The following process is for canceling agency purchase
orders after the order has been encunbered. The order you
wish to cancel nust not have been received, invoiced or
paid. Al changes to orders with an ORD4 status code of 480,
that are not OFST orders nust be handled through the
Di vi sion of Accounts.

To cancel an order in its entirety:

1. If the order you wish to cancel is below status code 444,
change the ORD4 status code to 496 and conplete the ONTE
screen expl ai ning why you are canceling the order. You do
not do an OCHG

2. To process an OCHG the order nust have been printed. If
the order has been encunbered (status code 444), but has
not been printed, change the ORD4 status code to 455 (it
will return at 456) and proceed with the follow ng
instructions after the next nightly batch run. If the
order has already been printed, start at step 3.

3. On the OCHG screen, key CLEAR in the Function Line and
press ENTER The screen will refresh with ADD. TAB to
order nunber field and key in order nunber, change nunber
(01, 02, etc.), status code (400 on ADD) and change type
code 'CNO and ENTER Change the status code to 405.

4. Conplete the OCTX screen (same process as ONTE) with your
name, the date and a brief explanation of why you are
cancel ing the order.

*** NOTE: At this point Agency (AL) and Central Purchasing
(OCHG approvals will build for the cancellation. Wen all
approval s have been net the OCHG status code will go to 449.

5. Change the OCHG status code to 439 to encunber the
change. If this is successful the status code will cone
back at 444. At this point you nust change the OCHG
status code to 450 to print overnight or 465 to print on-
line (if you have on-line print capability).

19.4 CREATI NG AN ORDER CHANGE HEADER

20-188



TOPS USER MANUAL REVI SED 05/ 01
SECTI ON 19: Order Change Processing

To create an order change header, if the wuser is not
currently viewing the OCHG transaction, key OCHG in the
Function Line and press ENTER Key CLEAR in the Function
Line and press ENTER The screen will refresh with ADD in
the Function Line. Use the TAB key to nove the cursor to the
following required fields and key the desired data:

ORDER NUMBER: Key the desired order nunber.

CHANGE ORDER NUMBER: Key the next change nunber. (01 for
first change on particular order. The next change on
this order would be 02, etc.)

STATUS CODE: Defaults to 400.

CHANGE TYPE CODE: Key type change code from the BTAB Tabl e
DC.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS will display error nessages at the bottom
of the screen. The user nust correct the keyed data and
press ENTER. If errors do not exist, TOPS will update the
dat abase and di splay "SC08 TRANSACTI ON SUCCESSFUL" and "L030
ALL LINES ADDED' at the bottom of the screen and place
CHANGE in the Function Line.

After a successful ADD, change the status code to 405 to
allow further processing. If the user is not viewing the
OCHG transaction, key OCHG in the Function Line and press
ENTER. Key INQU RE in the Function Line and the desired
order nunmber fields and press ENTER Key CHANGE in the
Function Line, TAB to the status code field and key 405.
When all fields have been entered correctly, press ENTER |f
errors exist, TOPS will display error nessages at the bottom
of the screen. The user nust correct the entered data and
press ENTER. If errors do not exist, TOPS will update the
dat abase and di splay "SC08 TRANSACTI ON SUCCESSFUL" and "L030
ALL LINES ADDED' at the bottom of the screen and place
CHANGE in the Function Line.

19.5 ADDI NG ORDER CHANGE TEXT ( OCTX)

To add order change text, using the OCTX transaction follow
the instructions in Section 30, Text Processing.

19.6 ADDI NG ORDER CHANGE LI NES (OCLN)

*** NOTE: The OCLN screens build automatically when a CNO
(conpl ete cancellation) type order change is done. OCLN s
nmust be built manually for ADM DEC and I NC type changes.

To add order change lines (whether or not the line existed
on the original order), if the user is not currently view ng
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the OCLN transaction, key OCLN in the Function Line and
press ENTER. Key CLEAR in the Function Line and press ENTER
The screen will refresh with ADD in the Function Line. Use
the TAB key to nove the cursor to the following required
fields and key the desired data:

ORDER NUMBER: Key desired order nunber.

ORDER CHANGE NUMBER: Key desired change nunber.

ORDER CHANGE LI NE NO.: Key desired change |ine nunber.

NEW LINE: Key Y if line did not exist on original order, N
if it did.

STATUS CODE: 400

COMODI TY CODE: If new line =Y, key desired commodity code,
if NN will come fromoriginal order I|ine.

ORDER QUANTITY: If newline =Y, key desired quantity, if N,
will come fromoriginal order |ine.

UNIT OF MEASURE: If new line =Y, key desired unit of
nmeasure, if N, will come fromoriginal order |ine.

UNIT PRICE: If new line = Y, key desired unit price, if N,
will come fromoriginal order I|ine.

The following fields are OPTIONAL for this transaction:
CONTRACT LINE: Key if known else TOPS will determ ne.
TAX AMOUNT: Disregard this field.

BRAND NAME: Key desired brand narme.

MODEL NUMBER: Key desired nodel nunber.

CATALOG NUMBER: Key desired catal og part nunber if the item
is on contract and not priced.

CATALOG PRI CE: Key base price fromprice list.

DELI VERY AGENCY: Key desired delivery agency.

DELI VERY SUB AGENCY: Key desired delivery sub agency.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS will display error nessages at the bottom
of the screen. The user nust correct the keyed data and
press ENTER. If errors do not exist, TOPS will update the

dat abase and display “0358E ENTER CHANGES” and “LC33 ALL
LI NES ADDED’ at the bottom of the screen. Use the TAB key to
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nove the cursor to the quantity field and key a mnus sign
(-) and the quantity being decreased (-1) if a quantity of
one is being decreased or (1) for an increase of one and
press ENTER

After a successful ADD, CHANGE the status code to 405. If
the user is not viewing the OCLN transaction, key OCLN in
the Function Line and press ENTER Key INQURE in the
Function Line and the desired order nunber, order change
nunber and order change line nunber in the order, order
change and order change |ine nunber fields and press ENTER
Key CHANGE in the Function Line, TAB to the status code
field and key 405. Wen all fields have been entered
correctly, press ENTER |If errors exist, TOPS will display
error messages at the bottom of the screen. The user nust
correct the entered data and press ENTER |If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "LO30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.

19.6.1 MODI FYI NG DESCRI PTI VE TEXT

Commodity descriptive text nay be nodified using the OCVD
transaction and the instructions in Section 30, Text
Pr ocessi ng.

19. 7 ADDI NG ACCOUNTI NG | NFORIVATI ON

To add accounting information, if the user is not currently
viewi ng the OCAC transaction, key OCAC in the Function Line
and press ENTER Key CLEAR in the Function Line and press
ENTER. The screen wll refresh with ADD in the Function
Line. Use the TAB key to nove the cursor to the follow ng
required fields and key the desired data:

ORDER NUMBER: Key desired order nunber
OCHG ORDER NUMBER: Key desired change order nunber.
LI NE NUMBER: Key desired accounting |ine nunber.

CHANGE NUMBER: 00 if adding a basic accounting line record.
> 00 if changing a basic accounting record.

STATUS CODE: 0 on ADD.

ACTI ON CODE: C

FUND: |If this line existed on the order, wll conme from
order el se, key desired fund.

OBJECT: If this line existed on the order, will cone from
order el se, key desired object.
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DEPARTMENT: [|f this line existed on the order, wll cone
fromorder else, key desired all otnent departnent.

DIVISION: If this line existed on the order, will cone from
order el se, key desired allotnment division.

COST CENTER: If this line existed on the order, will cone
fromorder el se, key desired cost center.

LI NE AMOUNT: Key desired |ine anount.
STARS | D: Key your STARS ID.
The following fields are OPTIONAL for this transaction:

AGENCY OBJECT: If this Iine existed on the order, will cone
fromorder el se, key desired agency object.

PROJECT: If this line existed on the order, will cone from
order else, key desired project.

SUB PRQIECT: If this line existed on the order, will cone
fromorder else, key desired sub project.

GRANT: If this line existed on the order, wll cone from
order else, key desired grant.

SUB GRANT: If this line existed on the order, will cone from
order el se, key desired sub grant.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS will display error nessages at the bottom
of the screen. The user nmnust correct the keyed data and
press ENTER. If errors do not exist, TOPS will update the
dat abase and di splay "SC08 TRANSACTI ON SUCCESSFUL" and "L030
ALL LINES ADDED' at the bottom of the screen and place
CHANGE in the Function Line.

If the user is not viewing the OCAC transaction, key OCAC in
the Function Line and press ENTER Key INQURE in the
Function Line and the desired order, change and |ine nunber
in the order, change and |ine nunber fields and press ENTER
Key CHANGE in the Function Line, TAB to the status code
field and key 1. Wen all fields have been entered
correctly, press ENTER |If errors exist, TOPS will display
error messages at the bottom of the screen. The user nust
correct the entered data and press ENTER |If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "LO30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.

19.8 OBTAI NI NG APPROVALS
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During this process certain approvals nmay be autonmatically
added to the Approval Table (PAPV). In addition approvals
may be manually added to the PAPV table. Before the order
change can be processed to the next step, all approval
records nust be approved or cancelled. See Section 29,
Approval Processing for a detailed description of the
approval process.

19.9 ENCUMBER AND PRI NT ORDER CHANGES
19.9.1 ENCUMBERI NG ORDER CHANGES

To encunber an order change, the status code nust be set to
439, if the user is not viewing the OCHG transaction, key
OCHG in the Function Line and press ENTER 439 does not
process to STARS for «contract release orders on an
encunbered contract with an active encunbrance. 439 wl|l
val i date the OCAC agai nst the applicable contract KACG Key
INQU RE in the Function Line and the desired order nunber
and change nunber in the order and change nunber fields and
press ENTER. Key CHANGE in the Function Line, TAB to the
status code field and key 439. Wen all fields have been
entered correctly, press ENTER If errors exist, TOPS wll
di splay error nessages at the bottom of the screen. The user
must correct the entered data and press ENTER |If errors do
not exist, TOPS will update the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "LO30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.

19.9.2 PRI NTI NG ORDER CHANGES

To print an order change, if the user is not viewng the
OCHG transaction, key OCHG in the Function Line and press
ENTER. Key INQURE in the Function Line and the desired
order number and change nunber in the order and change
nunber fields and press ENTER Key CHANGE in the Function
Line, TAB to the status code field and key 450. Wen all
fields have been entered correctly, press ENTER |If errors
exist, TOPS will display error nessages at the bottom of the
screen. The user nust correct the entered data and press
ENTER. |f errors do not exist, TOPS will update the database
and display "SCO08 TRANSACTION SUCCESSFUL" and "LO30 ALL
LI NES ADDED' at the bottom of the screen and place CHANGE in
t he Function Line.

19.9.3 ONLINE PRINT OF ORDER CHANGES

The user may print order changes on-line rather than over-
ni ght by changi ng the status code on the Order Change Tabl e
(OCHG to 465. The order change will print and update as
though it had been printed over-night. Order changes can
only be printed once.
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SECTI ON 20
CONTRACT CHANGE PROCESSI NG

20.1 | NTRODUCTI ON

The purpose of this section is to define the procedures for
processing contract changes. Contract changes may be issued
to admnistratively correct the contract, delete lines from
the contract, add lines to the contract or any conbination
of these.

20. 2 PROCESSI NG OVERVI EW

A contract nust have been printed and active before a change
can be issued.

To issue a contract change:
1. Create a contract change record.
2. Add contract change text.

3. Set the contract change status code to print a draft
change.

4. Revi ew t he change and make adj ust nents.

5. Set the contract change status code to print a fina
change.

6. Receive the printed change, sign and distribute.

The contract change does not actually update the Contract
dat abase |ike the order change does. Watever action the
contract change formalizes, that action nust be conpleted in
TOPS using other contract transactions. For exanple, if the
contract change added a line to the contract, in addition to
i ssuing the change, the buyer would have to add the line to
the contract using the KLI2 transaction.

For a document flow of the contract changes process, see
Section 32, Docunent Flows.

20.3 PROCESSI NG DETAI L

Following are the details of the processes to enter contract

changes, obtain approvals, print draft changes and print
final changes.
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20.4 HEADER

To create a contract change header, if the user is not
currently viewing the KCHG transaction, key KCHG in the
Function Line and press ENTER Key CLEAR in the Function
Line and press ENTER The screen wll refresh with ADD in
the Function Line. Use the TAB key to nove the cursor to the
following required fields and key the desired data:

CONTRACT NUMBER: Key the desired contract nunber.
CHANGE NUMBER: Key the next change nunber.
STATUS CODE: 500

CHANGE TYPE CODE: Key type change code from the BTAB Tabl e
TK.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS will display error nessages at the bottom
of the screen. The user nust correct the keyed data and
press ENTER. If errors do not exist, TOPS will update the
dat abase and di splay "SC08 TRANSACTI ON SUCCESSFUL" and "L030
ALL LINES ADDED' at the bottom of the screen and place
CHANGE in the Function Line.

After a successful add, change the status code to 505 to
allow further processing. If the user is not viewing the
KCHG transaction, key KCHG in the Function Line and press
ENTER. Key INQU RE in the Function Line and the desired
contract nunber and change nunber fields and press ENTER
Key CHANGE in the Function Line, TAB to the status code
field and key 505. Wen all fields have been entered
correctly, press ENTER |If errors exist, TOPS will display
error messages at the bottom of the screen. The user nust
correct the entered data and press ENTER |If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.

20.5 CHANGE TEXT

To add contract change text using the KCTX transaction,
follow the instructions in Section 30, Text Processing.

20. 6 APPROVAL

During this process certain approvals nmay be autonmatically
added to the Approval Table (PAPV). In addition, approvals

may be nanually added to the PAPV Table. Al approval
records in the PAPV Tabl e nust be approved or cancelled. See
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Section 29, Approval Processing for a detailed description
of the approval process.

20.7 PRI NT CONTRACT CHANGE

To print a contract change, set the status code on KCHG to
550. If the user is not viewing the KCHG transaction, key
KCHG in the Function Line and press ENTER Key INQUIRE in
the Function Line and the desired contract nunber and change
nunber in the contract and change nunber fields and press
ENTER. Key CHANGE in the Function Line, TAB to the status
code field and key 550. Wen all fields have been entered
correctly, press ENTER |If errors exist, TOPS will display
error messages at the bottom of the screen. The user nust
correct the entered data and press ENTER |If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "LO30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.
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SECTI ON 21
DELEGATED PURCHASE AUTHORI TY (DPA) FROM BI D PROCESSI NG

21.1 | NTRODUCTI ON

The purpose of a DPA from Bid is to grant a one-tine
authority to a departnent to purchase comobdities or
services not granted that departnent by statute. The request
is mde from the departnment to the central purchasing.
Central Purchasing approves the request and returns it to
the departnment as a DPA from Bid contract. Funds may be
encunbered on the DPA for use by agency purchases against a
DPA from Bid's funding requirenent(s).

21. 2 PROCESSI NG OVERVI EW

From time to tinme an agency has a requirenment for unique
commodities or services and even though their value exceeds
the departnent's statutory authority, it is in the best
interest of the State to allow the departnent to purchase
the comodities or services. The State's best interests are
served through a delegation of authority from central
pur chasi ng.

The departnment enters a requisition in the normal fashion
with a requisition docunent type of P1B - Del egat ed Purchase
Aut hority from Bid including a requisition accounting |ine
record (RACG. The departnent obtains |ocal approvals and
passes the requisition on to central purchasing. Central
purchasing reviews the requisition, approves it and sets the
status code to create the DPA.

Once the DPA record is created in the Contract database, the
buyer nust set the nmaxi num anobunt on the DPA, if it is not
encunbered, set KONT status to 542 to encunber funds on-Iline
in STARS. The buyer nust then set the status code to print
the DPA. Upon receipt of the printed copy, centra

purchasing distributes the DPA to the departnent.

The departnent uses the DPA contract nunber on all future
requi sitions. Wien orders are issued pursuant to the DPA,
the DPA record in the Contract database will be updated to
show the ampunt used and used to control any future use of
t he DPA when the maxi mum anmount is used up.

For a document flow of the contract changes process, see
Section 32: Docunent Flows.
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21.3 PROCESSI NG DETAI L

Following are the details of the processes to enter a
requisition for establishnment of a DPA, processing by the
department, processing by central purchasing, creation of
the DPA, printing the DPA and processing requisitions
agai nst the DPA.

21.4 ESTABLI SH NG A DPA
21. 4.1 ENTERI NG THE REQUI SI TI ON

This process begins with the departnent user entering a
requisition in the Requisition database with a docunent type
of P1B and accounting information (RACG. See Section 8,
Requi sition Processing for instructions on how to enter the
requisition.

21. 4.2 APPROVI NG THE REQUI SI Tl ON

During this process certain approvals nmay be autonmatically
added to the Approval Table (PAPV). In addition approvals
may be nmanually added to the PAPV Table. Before the
requi sition can be processed to the next step, all approval
records in the PAPV Tabl e nust be approved or cancel ed. See
Section 29, Approval Processing for a detailed description
of the approval process.

21. 4.3 CENTRAL PURCHASI NG PROCESSI NG

Upon receipt of the requisition in central purchasing, the
requisition will be reviewed by the supervisor, buyer and
managenent .

21.4.3.1 OBTAI NI NG CENTRAL PURCHASI NG APPROVALS

During this process certain approvals nmay be autonmatically
added to the Approval Table (PAPV). In addition, approvals
may be nmanually added to the PAPV Table. Before the
requi sition can be processed to the next step, all approval
records in the PAPV Tabl e nust be approved or cancel ed. See
Section 29, Approval Processing for a detailed description
of the approval process.

21.4.3.2 CREATING A DPA

After all approvals have been obtained, the buyer sets the
status code on the requisition to 275 to create the DPA in
the Contract database. If the user is not view ng the RQS2
transaction, key RQ@S2 in the Function Line and press ENTER
Key INQU RE in the Function Line and the desired requisition
nunber in the requisition nunber field and press ENTER Key
CHANGE in the Function Line, TAB to the status code field
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and key 275. When all fields have been entered correctly,
press ENTER If errors exist, TOPS wll display error
nmessages at the bottom of the screen. The user must correct
the entered data and press ENTER |If errors do not exist,
TOPS will update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "LO30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

The nightly cycle will create a DPA in the Contract database
and a contract accounting record (KACG if applicable.

After the DPA is created, the buyer nust set the maximm
amount on the DPA unless it is an encunbered contract. To
determ ne the DPA nunber, INQU RE the RLI3 transaction for
the desired requisition and it wll show the awarded
docurent (DPA) nunber. Using that DPA nunmber, if the user is
not viewi ng the KON3 transaction, key KON3 in the Function
Line and press ENTER. Key INQU RE in the Function Line and
t he desired contract number in the contract nunmber field and
press ENTER. Key CHANGE in the Function Line, TAB to the
maxi mum armount field and key the desired maxi num anount.
When all fields have been entered correctly, press ENTER |f
errors do not exist, TOPS wll wupdate the database and
di splay "SC08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES
ADDED' at the bottom of the screen and place CHANGE in the
Functi on Line.

To print the DPA, change the status code on the KONT
transaction to 545. If the wuser is not viewing the KONT
transaction, key KONT in the Function Line and press ENTER
Key INQURE in the Function Line and the desired contract
nunber in the contract nunber field and press ENTER Key
CHANGE in the Function Line, TAB to the status code field
and key 545. When all fields have been entered correctly,
press ENTER If errors exist, TOPS wll display error
nmessages at the bottom of the screen. The user must correct
the entered data and press ENTER |If errors do not exist,
TOPS will update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

21.5 ORDERI NG AGAI NST THE DPA

In TOPS, there are two processes by which an order can be
processed against the DPA for a departnent through the
requisition process and by direct order entry. The
requisition process nust be used for purchases $5000 or
greater. Direct order entry may be used for purchases under
$5000.

21.5.1 REQUI SI TI ON ENTRY PROCESS
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To order against the DPA, the department nust use a docunent
type on the requisition that tells TOPS that this is a
requi sition against the DPA and nust reference the DPA on
the requisition to tell TOPS which DPA is being used.

During the requisition entry process, the user should use
docunment type P1D and enter the appropriate DPA nunber in
the obligation nunber field on the RQ@4 transaction. Al so,
the Purchasing Agency nunber on RQS4 wll be the agency
nunber of the agency or departnent to which the DPA was
gr ant ed. See Section 8, Requi sition Processing for
instructions on entering requisitions. Al other aspects of
requi sitioning against a DPA are the sane as processing a
regular requisition. Wien the RQS4 is encunbered and set to
S/C 150, if all fields have been entered correctly, the user
will receive the nessage "Transaction Successful” and the
status code will go to 200. The user should then begin using
the RQ@S2 screen to conplete requisition processing, see
Section 8 for nore detail.

When the order is created, the order will be checked agai nst
the avail able balance on the DPA |If there are sufficient
funds the order will be processed to STARS otherw se the

order will fail encunbrance.
21.5.2 DI RECT ORDER ENTRY

To order directly against the DPA in the order database, the
departnent nust have an award code on the order, that
conbined with the obligation nunber entry, tells TOPS that
this is an order against the DPA. The order nust reference
the DPA on the order to tell TOPS which DPA is being used.

During the direct order entry process, the user should use
an award code of 'B and enter the appropriate DPA nunber in
the obligation nunber field on the ORD4 transaction. See
Section 17, Direct Order Entry, for instructions on entering
direct entry orders. Al other aspects of direct order entry
against a DPA are the sane as processing a regular direct
entry order.
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SECTI ON 23
CONTRACT RENEWAL PROCESSI NG

23.1 | NTRODUCTI ON

This section presents the procedures for renewing a
contract. Renewing a <contract to TOPS is  basically
extending the expiration date and, i f appropri ate,
adjusting the pricing arrangenent.

There are two types of renewals, schedul ed and unschedul ed.
A multi-year contract my have provisions for annual
renewal s that would involve scheduled renewals. If on the
other hand a contract was expiring and was to be replaced
but the replacenent contract was not going to be ready in
time to give continued coverage, the old contract could be
extended. That would involve an unschedul ed renewal . TOPS
initiates schedul ed renewal s autonmatically.

23. 2 PROCESSI NG OVERVI EW

Two basic steps nust be taken in this process. First, the
purchasi ng functions nust be satisfied legally. That is,
the vendor nust agree to the renewal and the renewal nust
be consummated with a contract change order. See Section
20, Contract Changes for instructions on how to process a
contract change.

Second, after the agreenent has been finalized, the
contract record in TOPS nust be updated with the change
agreed to with the vendor. If the contract expiration date
is being extended, use the KONT transaction and enter a
revised expiration date. Contract price adjustnents nay be
entered on a line by line basis using the KLPC transaction
or an across the board adjustnment nmay be made using the
KON3 transaction and one of the four renewal options and
encunbered funds adjustnents nmay be nade using the KACG
transaction, if applicable.

For a docunent flow of the contract changes process, see
Section 32, Docunent Flows.

23.3 PROCESSI NG DETAI L

Following are the details of the processes to renew a
contract on a schedul ed or unschedul ed basi s.
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23.3.1 SETTING UP A SCHEDULED RENEWAL

Wen the contract is awarded, the buyer nust set up the
first renewal period. There are two basic steps to set up
the renewal process. First, the next option date and
renewal notice date nust be set. Second, if the prices are
to be adjusted across the board, the percent increase or
decrease nmust be entered. Normally the percentages wll not
be set up until the vendor has been contacted and specific
per cent ages agreed upon.

To set the option date and the next renewal date, if the
user is not viewing the KON3 transaction, key KON3 in the
Function Line and press ENTER Key INQU RE in the Function
Line and the desired contract nunber in the contract numnber
field and press ENTER Key CHANGE in the Function Line, TAB
to the next option date and next renewal notice field and
key the desired next option date and next renewal notice
date. Wen all fields have been entered correctly, press
ENTER. If errors exist, TOPS will display error nessages at
the bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

To set the adjustnent percentages, if the wuser is not
viewi ng the KON3 transaction, key KON3 in the Function Line
and press ENTER. Key INQU RE in the Function Line and the
desired contract nunber in the contract nunber field and
press ENTER. Key CHANGE in the Function Line, TAB to one of
the adjustnment percentage fields and key the desired
percentages. Wien all fields have been entered correctly,
press ENTER If errors exist, TOPS wll display error
nmessages at the bottom of the screen. The user mnust correct
the entered data and press ENTER |If errors do not exist,
TOPS will update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

23.3.2 EXECUTI NG A SCHEDULED RENEWAL

Schedul ed renewals can be done manually or the buyer can
et the system renew the contact automatically. The nanua
process is divided into three steps. First, to physically
renew the contract, the buyer should extend the contract
ending date. Second, if the prices are to be adjusted
across the board, see section 23.3.1 paragraph three, to
set up the adjustment percentages and sets the appropriate
Renewal Flag to “R” If the prices are to be adjusted on
individual lines, use the procedures in this section.
Third, after all approvals have been granted, the buyer
must change the Status Code to 570 (Execute Option) on
KONT.
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The automatic process wll be executed unless stopped by
t he buyer. Thirty working days prior to the End Contract
Date on KONT, during the overnight batch process, TOPS wl|
build the appropriate renewal approvals and set the Renewal
Flag on KON3 to “Y.” The buyer can stop the automatic
renewal process by changing the Renewal Flag to “N on
KONS. O herwise, after the approvals have been done and
the contract returned to Active status (Status Code 548),
TOPS will renew the contract during the first batch run on
or after the existing End Contract Date. The buyer has the
option of renewing the contract during the next batch run
by Changing the Renewal Flag to “P” on KONS3. In either
case TOPS will do the following during the batch process.
1) Increnent End Order Date, End Contract Date, Next Option
Date, and Next Renewal Notice Date by one year. 2) Build
KLPC records and execute approved price increases. 3)
Reduce Avail able Options by one. 4) Set appropriate Option
Flag and Renewal Flag to “E’ (executed). And, 5) print the
contract, and if it’'s a Statewide Contract, also print a
Noti ce of Award.

To change the Renewal Flag, if the user is not viewing the
KON3 transaction, key KON3 in the Function Line and press
ENTER. Key INQURE in the Function Line and the desired
contract nunber in the contract nunber field and press
ENTER. Key CHANCE in the Function Line, TAB to the Renewal
Flag field and key “N,” to stop the renewal, “P,” for
imrediate renewal, or “Y,” to reset a stopped renewal.
When all fields have been entered correctly, press ENTER
If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

23. 3.3 EXTENDI NG THE CONTRACT END DATE

If the user is not viewing the KONT transaction, key KONT
in the Function Line and press ENTER Key INQU RE in the
Function Line and the desired contract nunber in the
contract nunmber field and press ENTER. Key CHANGE in the
Function Line, TAB to the revised end date field and key
the desired end date. Wen all fields have been entered
correctly, press ENTER If errors exist, TOPS will display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.

23.3.4 ADJUSTING ALL UNI'T PRI CES
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To adjust all unit prices, if the user has not acconplished
section 23.3.1 paragraph three, do that now If the user is
not viewi ng the KONT transaction, key KONT in the Function
Line and press ENTER Key INQU RE in the Function Line and
the desired contract nunber in the contract nunber field
and press ENTER. Key CHANGE in the Function Line, TAB to
the status code field and key 570. Wwen all fields have
been entered correctly, press ENTER |If errors exist, TOPS

will display error nessages at the bottom of the screen.
The user nust correct the entered data and press ENTER |f
errors do not exist, TOPS wll wupdate the database and

di splay "SC08 TRANSACTI ON SUCCESSFUL" and "LO30 ALL LINES
ADDED' at the bottom of the screen and place CHANGE in the
Functi on Line.

23.3.5 ADJUSTING UNIT PRI CES ON | NDI VI DUAL LI NES

If the price changes on an individual contract |ine, using
the KLPC transaction, enter the new price. If the user is
not view ng the KLPC transaction, key KLPC in the Function
Line and press ENTER Key CLEAR in the Function Line and
press ENTER. ADD will appear in the Function Line. Use the
tab key to nove the cursor to the follow ng fields.

CONTRACT NUMBER: Key desired contract nunber
LI NE NUMBER: Key desired contract |ine nunber

EFFECTI VE AFTER. Key date change is to becone effective
after.

UNIT PRICE: Key new unit price.

Wen all fields have been entered correctly, press ENTER
If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line. TOPS will
build the appropriate approvals, I1C or |F, based on the
per cent age change of the price increase.

23. 3.6 ADJUSTI NG DI SCOUNTS OFF CATALOG PRI CES

Changes in catalog prices are also made on the KLPC screen.
To adjust a contract |ine discount percentage off catal og
price, if the user is not viewing the KLPC transaction, key
KLPC in the Function Line and press ENTER. ADD will appear
in the Function Line. Use the TAB key to nove the cursor to
the follow ng fields.

CONTRACT NUMBER: Key desired nunber
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LI NE NUMBER: Key desired contract |ine nunber

EFFECTI VE AFTER. Key date change is to becone effective
after.

DI SCOUNT OFF CATALOG Key new percentage di scount.
% MARK UP: Key new percentage mark up

Wen all fields have been entered correctly, press ENTER
If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

23. 3.7 EXECUTI NG AN UNSCHEDULED RENEWAL

An unschedul ed renewal works basically the sane as a
schedul ed renewal except, there is no renewal notice
i ssued.

The contract end date nay be extended using the procedures
in paragraph 23.3.3. The prices may be adjusted all at once
using the procedures in paragraph 23.3.4. The unit prices
may be adjusted individually wusing the procedures in
par agr aph 23. 3. 5.

23.4 UPDATI NG CONTRACT ENCUNMBRANCE ACCOUNTI NG

***  NOTE: If the date on KONT needs to be changed, do so
bef ore encunbering the contract.

When the anount of an encunbered contract is changed, it

may be necessary to adjust or update the accounting record.

This is done with the KACG transaction. If the user is not

vi ewi ng the KACG transaction, key KACG in the Function Line
and press ENTER Adjustnment will be nade by ADD of a KACG
change record, see Section 25, Accounting Interface. A
CHANGE to the basic record with an action code | - Increase
or R - Reduce will update the change and net anount that

can be ordered on a contract. After all entries have been
made correctly, press ENTER |If errors do exist, TOPS wll

di splay error nessages at the bottom of the screen. The
user must correct the entered data and press ENTER |f
errors do not exist, TOPS wll wupdate the database and
di splay "SC08 TRANSACTION SUCCESSFUL" and "L0O30 UPDATE
SCREEN PROCESSED' at the bottom of the screen and place
CHANGE in the Function Line.
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SECTI ON 24
CONTRACT RE- PROCUREMENT PROCESSI NG

24.1 | NTRODUCTI ON

The contract re-procurement process is designed to mnimze
wor kl oad on the buyer to replace the existing contract(s)
with new contract(s). This process is automatic up through
the point of printing the draft solicitation.

24. 2 PROCESSI NG OVERVI EW

The process keys off the re-procurement date in the
contract record. The re-procurenment date is the date the
re-procurenment process should begin in order that the
followup contract(s) is in place before the current
contract(s) expire. This date is normally set in the
solicitation which established the contract, but it my be
changed after the contract is established. On the re-

procurenent date, TOPS will gather all contracts with the
same SWC (KONT) contract nunber and create one (1) new
requisition for those contracts. If any lines have been
added to the contracts, they will be picked up as long as
they are different line nunbers. If lines were not awarded
on the original solicitation, they will be picked up. Using

the contract information, TOPS creates a new replacenent
requisition in the Requisition database. For Statew de
contracts, TOPS creates a new solicitation and attaches the
new requisition to the new solicitation. TOPS then sets the
status code on the new solicitation to 350 which will cause
a draft solicitation to be printed and a draft bid list to
be prepared.

For a docunent flow of the contract changes process, see
Section 32, Docunent Flows.

24.3 PROCESSI NG DETAI L

Following are the processes for setting the re-procurenent
date and executing the re-procurenent process.

24.4 SETTI NG UP RE- PROCUREMENT

24.4.1 |INTIALLY SETTI NG THE RE- PROCUREMENT DATE

Normal |y the re-procurenment date is set on the solicitation
before the award is nade so the re-procurenent date is

carried forward to all the awarded contracts. This is done
by setting the date on the SDO2 transaction. To set the re-
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procurenent date, if the user is not viewing the SD02
transaction, key SD0O2 in the Function Line and press ENTER
Key INQJIRE 1in the Function Line and the desired
solicitation nunmber in the solicitation nunber field and
press ENTER. Key CHANGE in the Function Line, TAB to the
re- procur enent date field and key the desired re-
procurenment date. Wwen all fields have been entered
correctly, press ENTER If errors exist, TOPS will display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.
Not e: This option is only available before the
solicitation is awarded.

24. 4.2 ADJUSTI NG THE RE- PROCUREMENT DATE

|f for some reason the original re-procurenent date is not
acceptable the re-procurenent date may be adjusted. To
adj ust the re-procurenent date on individual contracts, if
the user is not viewing the KON3 transaction, key KON3 in
the Function Line and press ENTER Key INQURE in the
Function Line and the desired contract nunber in the
contract nunber field and press ENTER. Key CHANGE in the
Function Line, TAB to the re-procurenent date field and key
the desired re-procurenment date. \Wen all fields have been
entered correctly, press ENTER If errors exist, TOPS wll
di splay error nessages at the bottom of the screen. The
user must correct the entered data and press ENTER |f
errors do not exist, TOPS wll wupdate the database and
di splay "SCO08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES
ADDED' at the bottom of the screen and place CHANGE in the
Functi on Line.

Wen there are multiple individual contracts that resulted
from a single solicitation, the user can adjust the re-
procurenent date on all of them at once using the KMAS
transacti on. To use KMAS the user nust obtain the SWC
nunber and the Solicitation MNunber from one of the
contracts being adjusted. The SWC Nunber is shown on the
KONT screen and Solicitation Nunber is shown on the KON2
screen. These values will carry over to the KMAS screen if
the user is on one of the contract header screens (KONT,
KON2, KON3) when going to KMAS. However, the user should
make note of the values to verify that the correct nunbers
were carried over. Al though the user can leaf to KMAS
from any TOPS screen it is best to go to either KONT or
KON2 first.

If the user is not viewing the KONT transaction, key KONT
in the Function Line and press ENTER Key INQU RE in the
Function Line and the desired contract nunber in the
contract nunber field and press ENTER Wite down the
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value shown in the SWC Nunber field. Key KON2 in the
Function Line and press ENTER If the desired contract
nunber did not carry forward, key INQU RE in the Function
Line and the desired contract nunber in the contract nunber
field and press ENTER Wite down the value shown in the
Solicitation Nunber field. Key KMAS in the Function Line
and press ENTER Verify that the values shown in the SWC
Nunber and Solicitation Nunber fields are correct. |If they
are not, Key CHANCGE in the Function Line, TAB to the
incorrect field and type in the correct value. TAB to the
New Reprocurenment Date field and type the desired date and

press ENTER If errors exist, TOPS wll display error
nmessages at the bottom of the screen. The user nust
correct the errors using the appropriate transaction. | f
there are no errors, TOPS wll populate the nunber of

Contracts Updated and display “01-+SC08 TRANSACTI ON
SUCCESSFUL” and “01-*L033 NO LINES ADDED’ at the bottom of
t he screen. The date change can be verified by view ng
KONS. KMAS will not accept the INQUI RY transaction. KVAS
will only accept the CHANGE transaction.

24.5 EXECUTI NG THE REPROCUREMENT DATE

The re-procurenent process is executed automatically by
TOPS in the nightly cycle on the day when the re-
procurenent date is equal to the current date. The
resulting requisition will appear on the buyer's workl oad
report and the draft solicitation and bid list wll be
delivered to the buyer if contract being re-procured is a
Statewi de Contract. |If the contract is an Agency Contract,
only the Requisition and its approvals will be built.
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SECTI ON 25
ACCOUNTI NG | NTERFACE

25.1 | NTRODUCTI ON

The purpose of this section is to describe the function of
the accounting interface and describe the procedures to
send information to and receive information from STARS.

25. 2 PROCESSI NG OVERVI EW

Requi sitions entered in TOPS which require funding nust be
pre-encunbered before the requisition can be processed to
the next stage. Wile the requisition accounting records
are being entered, TOPS validates the entered data el enents
agai nst the STARS database. Pre-encunbrance can occur in
one of two ways: pre-encunbrance into STARS shadow file
and pre-encunbrance into STARS master file. To pre-encunber
into STARS shadow file, set the requisition (RQ@4) status
code to 106. To pre-encunber into STARS naster file and
concurrent with the requisition being forwarded to
purchasing, set the requisition (RQ@4) status code to 150.
Al requisitions resulting in orders rust be pre-
encunber ed.

Pre-encunbrances may be adjusted (increased, decreased or
canceled). This is acconplished by creating an RACG change
record and sending it to STARS in the sane nanner the
original accounting record(s) were sent.

Orders nust be encunbered before they can be printed and

issued. The orders will be created in the Oder database
but will not be encunbered. The user nust nanually set the
status code on the order to 438 - Shadow File Post or 439 -
Master File Post before it wll encunber and print. For
orders entered directly in the Oder database, if the
status code is changed to 438 - Shadow File Post or 439 -
Master File Post the order will be encunbered on-1line.

To adjust (increase, decrease or cancel) encunbrances the
user nust create an order change record (OCHG and create
order change accounting records (OCAC). See Section 19 for
a detailed discussion of the order change/cancellation
process. Wien the records have been successfully added to
TOPS to send the accounting records to STARS set the order
change status code to 438 - Shadow File Post or 439 -
Master File Post.

For a docunent flow of the accounting interface process,
see Section 32, Document Fl ows.
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25.3 PROCESSI NG DETAI L

Following are the procedures for creating and adjusting
pr e- encunbr ances and for creating and adj usting
encunbrances. Requisition and order records nay be set up
to pay for the itens ordered on a line-by-line basis or on
a proportional basis.

For an accounting record to pay for a particular line or a
set of lines, the accounting record nmust contain the from
and to associated |line nunbers. For an accounting record to
pay its proportionate amount of the order, |eave the from
and to line nunbers blank on the accounting record.

A requisition or order can use only one nethod of paying
for itenms. The accounting information nay be line oriented
or proportionate. The first accounting record entered
establishes the nethod that will be used. The technique is
used on the first accounting record nust be followed by all
ot her accounting records for that requisition or order.
25.3.1 REQU SI TI ON ( PRE- ENCUVBRANCE)

To create a pre-encunbrance on a requisition, the user nust
create at | east one requisition accounting record (RACG.

25.3.1.1 CREATE

To create a requisition accounting record, if the user is
not currently viewing the RACG transaction, key RACG in the
Function Line and press ENTER Key CLEAR in the Function
Line and press ENTER. The screen will refresh with ADD in
the Function Line. Use the TAB key to nove the cursor to
the following required fields and key the desired data:
REQUI SI TI ON NUMBER: Key the desired requisition nunber.

ACCT LINE NUMBER Key accounting suffix nunber. Normally
01, 02, 03, etc. Up to 99.

CHANGE NUMBER: Key 00.

STATUS CODE: Key 0.

ACTI ON CODE: Key C - Create.

FUND CODE: Key desired fund nunber.

OBJECT CODE: Key desired object code.

DEPARTMENT: Key desired departnment code from all ot ment.

DI VI SI ON: Key desired division code from all ot nent.
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COST CENTER Key desired cost center.

LINE AMOUNT: Key line anpbunt to be paid from this
accounting distribution.

STARS | D: Key your STARS ID

The following fields are OPTIONAL for this transaction:
ACCOUNTI NG TYPE: Leave bl ank unless type feature utilized.
AGENCY OBJECT CODE: Key desired agency object code.
PRQJIECT: Key desired project code.

SUB- PROJECT: Key desired sub-project code.

GRANT: Key desired grant code.

SUB- GRANT: Key desired sub-grant code.

**** NOTE: FROM LINE AND TO LINES ARE ONLY TO BE USED W TH
MULTI PLE REQUI SI TI ON LI NES AND ACCOUNTI NG SCREENS.

FROM LI NE: An accounting distribution may pay for specific

requisition lines. Key t he begi nni ng (from
requi sition line nunber that will be paid for by these
funds.

TO LINE: Key the ending (to) requisition |line nunber that
will be paid for by these funds. ALL requisition |lines
inclusive of the fromand to Iine nunbers will be paid
for by these funds.

USER FIELD 1: This field is for agency use. Key the desired
agency information.

USER FIELD 2: This field is for agency use. Key the desired
agency information.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. In addition, if the transaction fails
accounting edits in STARS, those edits will be displayed as
reject reasons. The user nust correct the keyed data and
press ENTER If errors do not exist, TOPS will update the
dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

To send the accounting record to STARS, there are two
steps. First, if the wuser is not viewing the RACG
transaction, key RACG in the Function Line and press ENTER
Key INQJIRE 1in the Function Line and the desired
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requi sition nunber and line nunber in the requisition and
Accounting line nunber fields and press ENTER Key CHANGE
in the Function Line, TAB to the status code field and key
1. Wen all fields have been entered correctly, press
ENTER. If errors exist, TOPS will display error nessages at
the bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

Second, if the user is not viewing the RQ@4 transaction,
key RQ@4 in the Function Line and press ENTER Key | NQU RE
in the Function Line and the desired requisition nunber in
the requisition field and press ENTER Key CHANGE in the
Function Line, TAB to the status code field and key 150 -
Master File Post. Wwen all fields have been entered
correctly, press ENTER If errors exist, TOPS will display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS will update the database and display "R824W Al |
RACGS PASSED ACCOUNTING' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

An encunbrance nmay fail due to STARS Reason Codes or
Errors. If the encunbrance fails, check the RACG screen for
Reason Codes 1-4, do a CHANGE function and make the
necessary corrections and CHANGE the RACG status code back
to 1. Then go to RQS4 and try posting again.

25.3.1.2 | NCREASE

To increase a pre-encunbrance on a requisition there nust
have been a pre-encunbrance established. |If the user is not
currently viewing the RACG transaction, key RACG in the
Function Line and press ENTER Key CLEAR in the Function
Line and press ENTER. The screen will refresh with ADD in
the Function Line. Use the TAB key to nove the cursor to
the following required fields and key the desired data:

REQUI SI TI ON NUMBER: Key the desired requisition nunber.

ACCT LINE NUMBER Key accounting suffix nunber. Normally
01, 02, 03, etc. Up to 99.

CHANGE NUMBER: Key 01 or whatever the next change nunber
is.

STATUS CODE: Key O.
ACTI ON CODE: Key | - Increase.
FUND CODE: Key desired fund nunber.
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OBJECT CODE: Key desired object code.

DEPARTMENT: Key desired departnment code from all ot ment.
DI VI SI ON: Key desired division code from all ot nent.
COST CENTER Key desired cost center.

LI NE AMOUNT: Key line anmount of the increase.

The following fields are OPTIONAL for this transaction:
AGENCY OBJECT CODE: Key desired agency object code.
PRQJIECT: Key desired project code.

SUB- PROJECT: Key desired sub-project code.

GRANT: Key desired grant code.

SUB- GRANT: Key desired sub-grant code.

*xExx NOTE: FROM LINE AND TO LINES ARE USED ONLY WTH
MULTI PLE ACCOUNTI NG LI NES.

FROM LI NE: An accounting distribution may pay for specific

requisition lines. Key t he begi nni ng (from
requi sition line nunber that will be paid for by these
funds.

TO LINE: Key the ending (to) requisition |line nunber that
will be paid for by these funds. ALL requisition |ines
inclusive of the fromand to Iine nunbers will be paid
for by these funds.

USER FIELD 1: This field is for agency use. Key the desired
agency information.

USER FIELD 2: This field is for agency use. Key the desired
agency information.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

To send the accounting record to STARS, there are two
st eps.

First, if the user is not view ng the RACG transaction, key
RACG in the Function Line and press ENTER Key INQU RE in
the Function Line and the desired requisition nunber and
Accounting line nunber in the requisition and accounting
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line nunber fields and press ENTER Key CHANGE in the
Function Line, TAB to the status code field and key 1. Wen
all fields have been entered correctly, press ENTER If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

Second, if the user is not viewing the RQ@4 transaction,
key RQ@4 in the Function Line and press ENTER Key | NQU RE
in the Function Line and the desired requisition nunber in
the requisition nunber field and press ENTER Key CHANGE in
the Function Line, TAB to the status code field and key 150
- Master File Post. Wwen all fields have been entered
correctly, press ENTER If errors exist, TOPS will display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS will update the database and display "R824 ALL
RACGS PASSED ACCOUNTING' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

An encunbrance nmay fail due to STARS Reason Codes or
Errors. If the encunbrance fails, check the RACG screen for
Reason Codes 1-4, do a CHANGE function and make the
necessary corrections and CHANGE the RACG status code back
to 1. Then go to RQS4 and try posting again.

25.3.1.3 DECREASE

To decrease a pre-encunbrance on a requisition there nust
have been a pre-encunbrance established. |If the user is not
viewi ng the RACG transaction, key RACG in the Function Line
and press ENTER Key CLEAR in the Function Line and press
ENTER. The screen wll refresh with ADD in the Function
Line. Use the TAB key to nove the cursor to the follow ng
required fields and key the desired data:

REQUI SI TI ON NUMBER: Key the desired requisition nunber.

ACCT LINE NUMBER Key accounting suffix nunber. Normally
01, 02, 03, etc. Up to 99.

CHANGE NUMBER: Key 01 or whatever the next change nunber
is.

STATUS CODE: Key O.

ACTI ON CODE: Key R - Reduce.
FUND CODE: Key desired fund nunber.

OBJECT CODE: Key desired object code.
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DEPARTMENT: Key desired departnment code from all ot ment.
DI VI SI ON: Key desired division code from all ot nent.
COST CENTER Key desired cost center.

LI NE AMOUNT: Key line anmount of the decrease.

The following fields are OPTIONAL for this transaction:
AGENCY OBJECT CODE: Key desired agency object code.
PRQJIECT: Key desired project code.

SUB- PROJECT: Key desired sub-project code.

GRANT: Key desired grant code.

SUB- GRANT: Key desired sub-grant.

*xExx NOTE: FROM LINE AND TO LINES ARE ONLY USED WTH
MULTI PLE ACCOUNTI NG LI NES.

FROM LI NE: An accounting distribution may pay for specific

requisition lines. Key t he begi nni ng (from
requi sition line nunber that will be paid for by these
funds.

TO LINE: Key the ending (to) requisition |line nunber that
will be paid for by these funds. ALL requisition |ines
inclusive of the fromand to Iine nunbers will be paid
for by these funds.

USER FIELD 1: This field is for agency use. Key the desired
agency information.

USER FIELD 2: This field is for agency use. Key the desired
agency information.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database ad display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

To send the accounting record to STARS, there are two
steps. First, if the wuser is not viewing the RACG
transaction, key RACG in the Function Line and press ENTER
Key INQJIRE 1in the Function Line and the desired
requi sition nunber and accounting line nunber in the
requi sition and acct. line nunber fields and press ENTER
Key CHANGE in the Function Line, TAB to the status code

26-220



TOPS USER MANUAL REVI SED 05/ 01
SECTI ON 25: Accounting Interface

field and key 1. Wen all fields have been entered
correctly, press ENTER If errors exist, TOPS will display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS wll wupdate the database and display "SC08
TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the
bottom of the screen and place CHANGE in the Function Line.

Second, if the user is not viewing the RQ@4 transaction,
key R@4 in the Function Line and press ENTER Key | NQU RE
in the Function Line and the desired requisition nunber in
the requisition nunber field and press ENTER Key CHANGE in
the Function Line, TAB to the status code field and key 150
- Master File Post. Wwen all fields have been entered
correctly, press ENTER If errors exist, TOPS will display
error nessages at the bottom of the screen. The user nust
correct the entered data and press ENTER If errors do not
exist, TOPS will update the database and display "R824W ALL
RACGS PASSED ACCOUNTING' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

An encunbrance nmay fail due to STARS Reason Codes or
Errors. If the encunbrance fails, check the RACG screen for
Reason Codes 1-4, do a CHANCE function and make the
necessary corrections and CHANGE the RACG status code back
to 1. Then go to RQS4 and try posting again.

25.3.1.4 CANCEL

To cancel a requisition's accounting distribution(s), it
may be acconplished in one of three ways. If the
requisition is still in the departnent, the user nust set

the RQS4 status code to 196-199. If the requisition is at
pur chasi ng, the user nust set the RQS2 status code to 296-
299. If the requisition is at purchasing and the buyer
sends the requisition back to the departnent by setting the

status code to 226, the accounting distribution(s) wll be
cancel ed. By canceling or returning the requisition at this
status code, all accounting records will be cancel ed.

IF THE REQU SITION IS IN THE DEPARTMENT: If the user is
not viewing the RQS4 transaction, key RQ@4 in the Function
Line and press ENTER Key INQU RE in the Function Line and
the desired requisition nunber in the requisition nunber
field and press ENTER. Key CHANGE in the Function Line, TAB
to the status code field and key 196-199. Wien all fields
have been entered correctly, press ENTER |If errors exist,

TOPS will display error nessages at the bottom of the
screen. The user nust correct the entered data and press
ENTER. If errors do not exist, TOPS wll update the

dat abase and di splay "R824W ALL RACGS PASSED ACCOUNTI NG' at
the bottom of the screen and place CHANGE in the Function
Li ne.
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IF THE REQUISITION IS I N PURCHASI NG If the user is not
viewi ng the RQS2 transaction, key RQ@2 in the Function Line
and press ENTER Key INQU RE in the Function Line and the
desired requisition nunber in the requisition nunber field
and press ENTER. Key CHANGE in the Function Line, TAB to
the status code field and key 296-299. \Wen all fields have
been entered correctly, press ENTER If errors exist, TOPS

will display error nessages at the bottom of the screen.
The user nust correct the entered data and press ENTER |f
errors do not exist, TOPS wll wupdate the database and

di splay "R824W ALL RACGS PASSED ACCOUNTI NG' at the bottom
of the screen and place CHANGE i n the Function Line.

RETURNI NG THE REQUI SI TION TO THE DEPARTMENT: I f the user
is not viewing the RQS2 transaction, key RQ@2 in the
Function Line and press ENTER Key INQU RE in the Function
Line and the desired requisition nunber in the requisition
nunber field and press ENTER Key CHANGE in the Function
Line, TAB to the status code field and key 226. Wen all
fields have been entered correctly, press ENTER If errors
exist, TOPS will display error nessages at the bottom of
the screen. The wuser nust correct the entered data and
press ENTER |If errors do not exist, TOPS will update the
dat abase and di splay "R824W ALL RACGS PASSED ACCOUNTI NG' at
the bottom of the screen and place CHANGE in the Function
Li ne.

In all the above cases, the requisition accounting record
status codes are set to 5 - Canceled. To use this sane
requi sition, new RACG records nust be added and processed
to accounting. See this section for discussion of pre-
encunbering a requisition.

25.3.2 ORDER ( ENCUMBRANCE)

This is a very inportant step in the interface with STARS.
When an encunbrance is established this should be viewed as
sort of a point of no return. An order cannot be printed
Wi t hout an encunbrance which enphasizes the inportance of
t he encunbrance process. To change an encunbrance takes an
of ficial order change.

25.3.2.1 ENCUMBERI NG THE ORDER

An encunbrance may be created using one of two nethods. The
first nmethod and one which is nore high volume production
oriented, is to let TOPS create the encunbrance and print
the order wthout buyer intervention. This is the usual
nmet hod. The second nmethod is to create the order directly
on-line in the Oder database and encunmber the order on-
l'ine.

ENCUMBERI NG ON-LINE WTHI N THE ORDER DATABASE: For orders
entered directly in the Oder database change the status
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code to 439 - Mister File Post. The order wll be
encunbered on-1li ne.

25. 3.3 ORDER CHANGE ( ENCUVBRANCE)

TOPS allows an order to be changed including the funding
associated with the order. This is acconplished with an
order change and an adjustnment to the encunbrance that
exi sts in STARS.

See Section 19 for detailed discussion of the order
change/ cancel | ati on process.

25.3.3.1 |1 NCREASE AN ENCUMBRANCE

To increase an existing encunbrance, first there nust be an
order change created. See Section 19, Oder Change
Processi ng. After the order change 1is created, t he
accounting information nust be added. To add the accounting
distributions, if the wuser is not currently viewing the
OCAC transaction, key OCAC in the Function Line and press
ENTER Key CLEAR in the Function Line and press ENTER The
screen will refresh with ADD in the Function Line. Use the
TAB key to nove the cursor to the following required fields
and key the desired data:

ORDER NUMBER: Key desired order nunber

CHG ORDER NUMBER Key corresponding change order nunber
from OCHG screen

LI NE NUMBER: Key desired accounting |ine nunber.

CHANGE NUMBER: Key nunber of tinmes a change has been nade
to the accounting |ine.

STATUS CODE: 400.
ACTI ON CODE: Key | - Increase.

FUND: |If this line existed on the order, wll conme from
order el se key desired fund.

OBJECT: If this line existed on the order, will conme from
order el se key desired object.

DEPARTMENT: If this line existed on the order, wll cone
fromorder el se key desired allotnment departnent.

DIVISION: If this line existed on the order, will cone from
order el se key desired allotnment division.

COST CENTER: If this line existed on the order, wll cone
fromorder el se key desired cost center.
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LI NE AMOUNT: Key anount of i ncrease.
The following fields are OPTIONAL for this transaction:

AGENCY OBJECT: If this line existed on the order, will cone
fromorder el se key desired agency object.

PROJECT: If this line existed on the order, will cone from
order el se key desired project.

SUB PRQJIECT: If this line existed on the order, wll cone
fromorder el se key desired sub-project.

GRANT: If this line existed on the order, will cone from
order el se key desired grant.

SUB GRANT: If this line existed on the order, wll cone
fromorder el se key desired sub-grant.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

To send the accounting record to STARS, there are two
steps. First, if the wuser is not viewing the OCAC
transaction, key OCAC in the Function Line and press ENTER

Key INQURE in the Function Line and the desired order
nunber and change order number in the order and chg. order

nunber fields and press ENTER. Key CHANGE in the Function
Line, TAB to the status code field and key 1. Wen all

fields have been entered correctly, press ENTER If errors
exist, TOPS will display error nessages at the bottom of

the screen. The wuser nust correct the entered data and
press ENTER If errors do not exist, TOPS will update the
dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

Second, if the user is not viewing the OCHG transaction

key OCHG in the Function Line and press ENTER Key | NQU RE
in the Function Line and the desired order and change order
nunber in the order and chg. order nunber fields and press
ENTER. Key CHANGE in the Function Line, TAB to the status
code field and key 438 - Shadow File Post or 439 - Master
File Post. Wuen all fields have been entered correctly,

press ENTER If errors exist, TOPS wll display error
nmessages at the bottom of the screen. The user mnust correct
the entered data and press ENTER |If errors do not exist,
TOPS will update the database and display "ALL OCACS PASSED
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ACCOUNTI NG' at the bottom of the screen and place CHANGE in
t he Function Line.

| f encunbrance fails, it may be due to STARS errors. Check
the OCAC screen for Reason Codes 1-4 and make the necessary
changes to the accounting information. You nust change the
OCAC status code back to 1 and try posting again

25.3.3.2 DECREASE AN ENCUMBRANCE

The same procedure discussed above for increasing the
encunbrance applies to decreasing the encunbrance except
when the anobunt is entered on the OCAC transaction, the
Action Code is set to an R - Reduction. Al other aspects
are the sane.

25.3.3.3 CANCEL AN ENCUMBRANCE

For |l ocal purchases (Docunent Types P4, P4A, P4C, and P4E)
see section 19.3.1 Conplete Oder Cancellation Process.
For State purchase orders see sections 19.4 - 19.9. 3.

These processes will automatically reverse the encunbrance
whi ch exists in STARS for that order.

25.3.3.4 ESTABLI SH A NEW ENCUVBRANCE

To establish a new encunbrance in addition to the
encunbrances that exist on the original order, the user
must create an order change as described in Section 19,
Order Change Processing. In addition, create an order
change accounting record for the new encunbrance. |f the
user is not currently viewing the OCAC transaction, key
OCAC in the Function Line and press ENTER Key CLEAR in the
Function Line and press ENTER The screen will refresh with
ADD in the Function Line. Use the TAB key to nove the
cursor to the following required fields and key the desired
dat a:

ORDER NUMBER: Key desired order nunber

CHG ORDER NUMBER Key corresponding change order nunber
from OCHG screen

LI NE NUMBER: Key desired accounting |ine nunber. The |ine
nunber cannot be in the OACG Table. It nust be a new
l'i ne nunber.

CHANGE NUMBER: Key nunber of tinmes a change has been nade
to the accounting |ine.

STATUS CODE: 0.
ACTI ON CODE: Key C - Create.
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FUND: If this line existed on the order, wll conme from
order el se key desired fund.

OBJECT: If this line existed on the order, will conme from
order el se key desired object.

DEPARTMENT: If this line existed on the order, wll cone
fromorder el se key desired departnent.

DIVISION:. |If this line existed on the order, will come from
order el se key desired division.

COST CENTER: If this line existed on the order, wll cone
fromorder el se key desired cost center.

LI NE AMOUNT: Key anount of i ncrease.
The following fields are OPTIONAL for this transaction:

AGENCY OBJECT: If this line existed on the order, will cone
fromorder el se key desired agency object.

PROJECT: If this line existed on the order, will conme from
order el se key desired project.

SUB PRQIECT: If this line existed on the order, wll cone
fromorder el se key desired sub project.

GRANT: If this line existed on the order, will cone from
order el se key desired grant.

SUB GRANT: If this line existed on the order, wll cone
fromorder else key desired sub grant.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

To send the accounting record to STARS, there are two
steps. First, if the wuser is not viewing the OCAC
transaction, key OCAC in the Function Line and press ENTER
Key INQURE in the Function Line and the desired order
nunber and change order number in the order and chg. order
nunber fields and press ENTER. Key CHANGE in the Function
Line, TAB to the status code field and key 1. Wen all
fields have been entered correctly, press ENTER If errors
exist, TOPS will display error nessages at the bottom of
the screen. The wuser nust correct the entered data and
press ENTER If errors do not exist, TOPS will update the
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dat abase and display "SC08 TRANSACTION SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

Second, if the user is not viewing the OCHG transaction,
key OCHG in the Function Line and press ENTER Key | NQU RE
in the Function Line and the desired order and change order
nunber in the order and chg. order nunber fields and press
ENTER. Key CHANGE in the Function Line, TAB to the status
code field and key 439 - Master File Post. Wen all fields
have been entered correctly, press ENTER |If errors exist,

TOPS will display error nessages at the bottom of the
screen. The user nust correct the entered data and press
ENTER. If errors do not exist, TOPS wll update the

dat abase and display "ALL OCACS PASSED ACCOUNTI NG' at the
bottom of the screen and place CHANGE in the Function Line.

| f encunbrance fails, it may be due to STARS errors. Check
the OCAC screen for Reason Codes 1-4 and make the necessary
changes to the accounting information. You nust change the
OCAC status code back to 1 and try posting again.
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SECTI ON 26
RECEI PT PROCESSI NG

26.1 | NTRODUCTI ON

The purpose of this section is to describe the procedures
for entering receipts of goods and services into TOPS.

26. 2 PROCESSI NG OVERVI EW

To begin the process, a purchase order record nust exist in
TOPS before a receipt can be recorded. This order nay have
been awarded through the requisition and solicitation
process or it may have been entered directly into the ORDER
dat abase.

Al receipts against an order may be recorded at once or
there my be multiple receipts against the order. Each
recei pt consists of a receipt header record which contains
certain basic information about the receipt as a whole and
at |l east one receipt line record. The receipt line record
contains the quantity received against that line of the
order. The quantity received cannot be greater than 10%
over the quantity ordered.

Receipt information is ultimately used at paynent tine to
conpare to the invoiced informtion

For a docunent flow of the receiving process, see Section
32, Docunent Fl ows.

26.3 PROCESSI NG DETAI L

Following are the procedures for entering and naintaining
recei pts into TOPS.

NOTE: It is good practice to first inquire on the OQTY
screen for the purchase order nunber you want to receive.
If the order nunber does cone up, the order is ready to
receive. If the screen skips to another order or displays a
“Not Authorized to Access” nessage at the bottom of the
screen, the order is not yet ready to receive. Wit unti
the next day and try the OQIY inquiry again. A successful
nightly processing nust occur after an order has been
printed before it can be received.

26. 3.1 MNAI NTAI N RECElI PT HEADER

There nust be a receipt header for every receipt entered
into TOPS. To enter a receipt header, if the user is not
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viewi ng the OREC transaction, key OREC in the Function Line
and press ENTER Key CLEAR in the Function Line and press
ENTER. The screen wll refresh with ADD in the Function
Line. Use the TAB key to nove the cursor to the follow ng
required fields and key the desired data:

ORDER NO Key order nunber from purchase order.

AGENCY RECEIVER #: Key initials of person who received
iten(s).

RECEI PT DATE: Key date from receiving docunent.

PARTI AL/ FINAL: Key P for partial or F for final.

The following fields are OPTIONAL for this transaction:
RECEI VI NG SEQUENCE NUMBER: Created by TOPS on an ADD.
STATUS CODE: Defaults to 600.

VENDOR NUMBER SUFFI X: Defaults to order vendor suffix, may
be changed if necessary

CARRI ER: Nane of carrier.
COMMVENTS: Comments regardi ng receipt.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

VWhen TOPS creates a receiver nunmber, the user should wite
the TOPS receiver nunber on the receiving docunent to be
used for future reference.

26. 3.2 CREATI NG RECEI VER LI NES

To create receiver lines, after the receiver header has
been entered, TAB to the status code field and change the
status code to 620, press ENTER |If errors exist, TOPS wll
di splay error nessages at the bottom of the screen. The
user must correct the entered data and press ENTER |f
errors do not exist, TOPS wll wupdate the database and
di splay "SC08 TRANSACTI ON SUCCESSFUL" and "LO30 ALL LINES
ADDED' at the bottom of the screen and place CHANGE in the
Functi on Line.
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The OREC transaction creates a receiving line for each of
the original order lines in preparation for entering the
guantities received.

26. 3.3 RECORDI NG RECElI VED QUANTI TI ES AGAI NST LI NES

To record quantities against receiver lines, if the user is
not viewi ng the ORLN transaction, key ORLN in the Function
Line and press ENTER Key INQU RE in the Function Line and
the desired order nunber, receiver nunber and |ine nunber
in the order nunber, receiver nunber and |ine nunber fields
and press ENTER. Key CHANGE in the Function Line, TAB to
the following fields and key the desired data:

QTY RECEI VED: Key the quantity received from the receiving
report.

PARTI AL/ FINAL: Key P or F if different from indicated
val ue.

SPECI AL CONDI TION: (See the SP table of BTAB for a conplete
listing of all special condition codes). Key special
condition code as indicated on the receiving report.

Repeat the above for each line on the screen. I|f the
desired line is not on the screen, wusing the above
procedure inquire the desired Iline, then record the

guantity received.

Wen all fields have been entered correctly, press ENTER
If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

26. 3.4 POSTI NG THE RECEI PTS

To post the received quantities against the order and
delete lines for which no quantities were received, if the
user is not viewing the OREC transaction, key OREC in the
Function Line and press ENTER Key INQU RE in the Function
Line and the desired order nunber and receiver nunber in
the order and receiver nunber fields and press ENTER Key
CHANGE in the Function Line, TAB to the status code field
and key either 625 or 630. If the Fixed Asset Flag on the
ORLN screen is “Y" or “S", OREC nust be posted with 630.

Changing the status code to 625 sinply posts the received
lines. This status can not be used with property itens.

Changi ng the status code to 630 will automatically build an
i nvoi ce header and invoice lines with quantities that match
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those received. If for sonme reason, the receiving nust be
changed, the OREC status code needs to be changed back to
620. This will delete the invoice record. Re-setting the
status code to 630 will re-build the invoicing screens. The
system will require status 630 when receiving property
itens.

Wen all fields have been entered correctly, press ENTER
If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08  TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

26. 3.5 CANCELLI NG A RECEI PT SEQUENCE

To cancel a receiving sequence if the user is not currently
view ng the OREC screen, key OREC in the Function Line and
press ENTER. Key inquire in the Function Line and TAB to
the order nunber and receiving sequence nunber fields and
key the desired nunbers and press ENTER If the status
code is not 620, key CHANGE in the Function Line and TAB to
the status code field and key 620 and press enter. Next ,
key ORLN in the Function Line and press ENTER On the ORLN
screen check that all Iines have 0 as the Quantity
Recei ved. If any line does not have 0, key CHANGE in the
Function line, TAB to the Quantity field, replace the shown
anount with 0, and press ENTER

If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

After zeroing the line quantities, key OREC in the Function
Line and press ENTER  After returning to the OREC screen,
key CHANGE in the Function Line, TAB to status code and
type 696, and press ENTER

If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08  TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

Wen the conplete quantity of the entire order has been

received, TOPS will autonmatically set the order status code
to 480 - Order C osed.
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SECTI ON 27
I NVO CE PROCESSI NG

27.1 | NTRODUCTI ON

The purpose of this section is to describe the procedures
for entering invoices for goods and services into TOPS.

27.2 PROCESSI NG OVERVI EW

To begin the process, a purchase order record nust exist in
TOPS before an invoice can be recorded. This order nay have
been awarded through the requisition and solicitation
process or it may have been entered directly into the Order
dat abase.

Al'l invoices against an order may be recorded at once or
there may be multiple invoices against the order. Each
i nvoi ce consists of an invoice header record which contains
certain basic information about the invoice as a whole and
at least one invoice line record. The invoice line record
contains the quantity and any adjustnent to the anount for
that line of the order. The quantity invoiced cannot be
greater than 10% over the quantity ordered. The unit price
is not allowed to be changed on the invoice |ine.

I nvoice information is ultinmately used at paynent tine to
conpare to the received and order information. |nvoice
information is not necessary to pay a vendor, but routinely
invoice information is entered.

For a docunent flow of the invoice process, see Section 32,
Docunent Fl ows.

27.3 PROCESSI NG DETAI L

Following are the procedures for entering and naintaining
i nvoi ces into TOPS.

27.3.1 NMNAINTAI N | NVO CE HEADER

Renmenber when the receiving header record (OREC) has been
posted at status code 630, the invoice header and I|ines
will automatically build. If this status code was used,
sinply inquire on the ONV screen for the desired purchase
or der.

There nust be an invoice header for every invoice entered

into TOPS. To enter an invoice header when OREC status code
625 was used, if the wuser is not viewing the QNV
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transaction, key O NV in the Function Line and press ENTER
Key CLEAR in the Function Line and press ENTER The screen
will refresh with ADD in the Function Line. Use the TAB key
to nove the cursor to the following required fields and key
t he desired data:

ORDER NO. Key order nunber.

VENDOR | NVO CE NUMBER: Key vendor invoi ce numnber

| N\VO CE DATE: Key date from vendor's invoice.

AMI OF I NVO CE: Key total anpunt of invoice.

PARTI AL/ FI NAL: Key P for partial or F for final invoice.
The following fields are OPTIONAL for this transaction:

SEQUENCE NO The sequence nunber is autonmatically added by
TOPS.

STATUS CODE: will default to 600
DUE DATE: will default to 30 days after invoice date

DI SCOUNT PERCENT: |If entered, nust be equal to or greater
t han percent on order.

DI SCOUNT PERIOD: If entered, nust be equal to or greater
t han period on order.

NET PERIOD: If entered, nust be equal to or greater than
period on order.

STARS DESCRI PT: Key comments.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

Wen TOPS creates the invoice sequence nunber, the user
should wite the sequence nunber on the vendor's invoice
for future reference.

27.3.2 CREATING | NVvO CE LI NES

Renenber when the receiving header record (OREC) has been

posted at status code 630, the invoice header and 1|ines
will automatically build. If this status code was used,
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sinmply inquire on the ONV screen for the desired purchase
or der

To create invoice |ines when status code 625 has been used
on OREC, after the invoice header has been entered, TAB to
the status code field and CHANGE the status code to 620

press ENTER If errors exist, TOPS wll display error
nmessages at the bottom of the screen. The user mnust correct
the entered data and press ENTER |If errors do not exist,
TOPS will update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

The O NV transaction will create an invoice line for each
of the original order lines in preparation for entering the
i nvoi ce anopunts.

27.3.3 RECORDI NG AMOUNTS AGAI NST | NVO CE LI NES

To record anobunts against invoice lines, if the user is not
viewing the OLN transaction, key OLN in the Function Line
and press ENTER. Key INQU RE in the Function Line and the
desired order nunber, sequence nunber and |ine nunber in
the order, sequence and |ine nunber fields and press ENTER
Key CHANGE in the Function Line, TAB to the follow ng
fields and key the desired data:

QrY I NV
Key the invoice quantity. The quantity cannot exceed the
ordered quantity by 10%

PARTI AL/ FINAL: Key P or F if different from indicated
val ue.

The following fields are OPTIONAL for this transaction:

ADJUSTED AMOUNT: Key the amount to be adjusted due to
shi pping or handling charges, etc. The adjusted anpunt
plus cost of item cannot exceed the original price by
10%

SPECI AL CONDI TI ON: Key special condition code as indicated
on the receiving report. See SP table of BTAB for a
conplete list of special condition codes.

Repeat the above for each line on the screen. I|f the
desired line is not on the screen, wusing the above
procedure inquire the desired Iine, then record the invoice
i nformati on.

When all fields have been entered correctly, press ENTER
If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
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update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

27.3.4 POSTING THE | NvO CES

To post the invoiced quantities against the order and
delete lines for which no quantities were invoiced, if the
user is not viewing the ONV transaction, key ONV in the
Function Line and press ENTER Key INQU RE in the Function
Line and the desired order nunber and receiver nunber in
the order and receiver nunber fields and press ENTER Key
CHANGE in the Function Line, TAB to the status code field
and key 625. Wen all fields have been entered correctly,
press ENTER If errors exist, TOPS wll display error
nmessages at the bottom of the screen. The user mnust correct
the entered data and press ENTER |If errors do not exist,
TOPS will update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

Closing the O NV transaction builds the OPAY transaction
for payment processing and the OFI X/ OFI2 transactions for
interacting with POST (Property systen) when required.

27.3.5 CANCELLI NG AN | NvO CE SEQUENCE

To cancel an invoice sequence, if the user is not currently
viewing the O NV screen, key ONV in the function Line and
press ENTER. Key INQURE in the Function Line and tab to
the desired order nunber and invoice sequence nunber in
those fields and press ENTER If the status code is not
620, key CHANCE in the Function Line and TAB to the status
code field and key 620 and press enter. Next, key O LN in
the Function Line and press ENTER On the OAOLN screen
check that all lines have 0 as the Quantity Invoi ced. | f
any line does not have 0, key CHANGE in the Function line,
TAB to the Quantity field, replace the shown anmount with O,
and press ENTER

If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

After zeroing the line quantities, key ONV in the Function
Line and press ENTER  After returning to the O NV screen
key CHANGE in the Function line, TAB to status code and
type 696, and press ENTER

If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
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data and press ENTER If errors do not exist, TOPS wll

update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.
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SECTI ON 28
PAYMENT PROCESSI NG

28.1 | NTRODUCTI ON

The purpose of this section is to describe the procedures
for processing paynents in TOPS. Paynents in TOPS nay be
processed with receiving and/or invoice records or wthout
them but in no case can a paynent be processed in TOPS
Wi thout an order record. To process a paynment wthout an
order, the user must process it directly into STARS.

28. 2 PROCESSI NG OVERVI EW

For a docunent flow of the paynent process, see Section 32,
Docunent Fl ows.

28.2.1 PROCESSI NG PAYMENTS W TH | NVO CES

The routine nmethod of processing paynments is to first
process a recei pt against the order then process an invoice
agai nst the order and finally process a paynent against the
invoice. In real |ife, partial receipts generate nultiple
receiving docunents which my be followed by nultiple
i nvoices or conbined on one invoice. Consequently, TOPS
must be capabl e of processing these and other conbinations
of receiving docunents and invoi ces.

As the invoices are processed, corresponding paynent
records are built to be available for paynment approval.
Wen the invoice is processed to the office for paynent
approval, using the order nunber and the invoice sequence
nunber annotated on the vendor's invoice, the approving
official will retrieve the paynent records for the order
and invoice sequence nunber. The approving official wll
record certain information needed by STARS and approve the
lines to be paid. Normally, a line will be paid in full
but TOPS provides the ability to process a paynent for only
part of a line. This is acconplished by changing the
adj usted anobunt to increase or decrease the amount to be
paid. In no case can the adjustnent be increased to be nore
t han what is due.

Wen the approving official sets the approval indicator,
the OPAY transaction will prepare the paynment record for
ni ghtly processing.

28. 2.2 PROCESSI NG PAYMENTS W THOUT | NVO CES

Processing a paynent against an order for which there is no
invoice is the exception, however, there are legitimte
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circunstances that require paynent wthout invoice. In no
case can a paynent be processed in TOPS w thout an order.
To process a paynent wthout an order, the user nust
process it directly into STARS.

To process paynment wi thout an invoice in TOPS, the user
must first nmanually add the paynment record. The approving
official must enter the anmbunt to be paid as the adjusted
anount because there is no invoice anount. An approval
record is automatically built in the Approval database
whi ch nmust be nmnually approved by sonmeone other than the
normal approving official. Once the approval to process
wi t hout an invoice is obtained, then the approving official
can approve the paynment record for processing to STARS.

When the approving official sets the approval indicator,
the OPAY transaction will prepare the paynment record for
ni ghtly processing.

28. 2.3 BATCH PROCESSI NG OF PAYMENT RECORDS

On a nightly basis, TOPS will extract all paynent records
approved since the last extract, add STARS batch processing
control information to the records and prepare an interface
file of the records for STARS processing. In addition, TOPS
will prepare a file of all records processed to STARS for
| ater reference and if needed, to assist in recovery.

28.3 PROCESSI NG DETAI L

Following are the procedures for entering and processing
paynments in TOPS.

28. 3.1 PROCESSI NG PAYMENTS W TH | NVO CE

To pay an invoice in TOPS, the invoice nust first be
entered in TOPS using the procedures in Section 27, |nvoice
Processing. This process wll create the necessary OPAY
records for approval.

To process paynents, if the user is not view ng the OPAY
transaction, key OPAY in the Function Line and press ENTER
Key INQURE in the Function Line and the desired order
nunber and invoice sequence nunber in the order and
sequence nunber fields and press ENTER Key CHANGE in the
Function line:

Al lines showing on the screen may be approved at once,
use the TAB key to nove the cursor to the follow ng fields:

APPROVE LI NES: Key A
STARS | d: Key your STARS ID
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CURRENT DOCUVMENT NUMBER: Key current doc or voucher nunber

BATCH | NFO NUMBER: Key batch nunber, must begin with a “T”
DEPARTMENT/ DI VI SI ON: Key payi ng departnent/di vi sion

EFFECTIVE DATE: w Il default to current date, else key
desi red date.

PARI TAL/ FI NAL | NDI CATOR: Key a “P’” unless this is the LAST
paynent sequence to be processed against this order or
key “P” for all Agency Term Contracts rel ease orders.
For Final paynent on all orders except Agency Term
Contract rel ease order key “F’.

Wen all fields have been entered correctly, press ENTER
If errors exist, TOPS will update the database and displ ay
" SC08 TRANSACTI ON SUCCESSFUL" and "L0O30 ALL LINES ADDED' at
the bottom of the screen and place CHANGE in the Function
Li ne.

If only sone of the lines are to be approved, skip over the
APPROVE LINES field, and key all other fields as above.
Additionally TAB to the Approve Code for each line to be
approved and key A (beside the Anpbunt to Pay field). When
all fields have been entered correctly, press ENTER If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

Approval can only be granted for those l|ines displayed on
t he OPAY screen. OPAY provides the ability to approve three
lines at a time. If an order has nore than three lines, the
user nust approve the first three lines, then inquire on
the next three lines and approve them and so on, until all
lines invoiced are approved for paynent.

28. 3.2 PROCESSI NG PAYMENTS W THOUT | NVO CE

F&A Accounts does not accept paynents w thout an invoice
Therefore, this section is not active in TOPS and is only
i ncluded here because it is part of the base system from
whi ch TOPS was devel oped.

To pay a vendor wthout first processing an invoice in
TOPS, the user nust create the OPAY records, gain approva
to pay without an invoice and finally approve the OPAY
records for processing into STARS.

28.3.2.1 CREATING THE PAYMENT RECORDS
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If the user is not currently viewing the OPAY transaction,
key OPAY in the Function |ine and press ENTER. Key CLEAR in
the Function Line and press ENTER The screen will refresh
with ADD in the Function Line. Use the TAB key to nove the
cursor to the following required fields and key the desired
dat a:

ORDER NO Key the desired order nunber.
RECEI VER: Key N.

| N\VO CE: Key N.
STARS I D: Key your STARS USERI D.

CURRENT DCC #: Key the current docunment nunber.
BATCH NO Key the desired batch nunber.

DEPT/ DI V- Key t he payi ng depart nment and di vi si on
(all ot ment) code.

EFFECTI VE DATE: Key the desired effective date.
PARTI AL/ FI NAL: Key P for partial and F for final.
LINE NO Key the order |ine nunber fromthe order.

AMI ADJUSTED:. Key the anobunt to be paid in the adjusted
armount .

| f desired, repeat the above for second and third line on
t he OPAY transaction.

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

28.3.2.2 AUTHORI ZI NG PAYMENT W THOUT AN | NvO CE

For all paynents entered into TOPS wi thout an invoice, TOPS

will automatically create an approval (PAPV) record which
must be approved before the paynent can be processed to
STARS. The above process will create PAPV approval records.

To approve these records, see Section 29, Approval
Pr ocessi ng.

28.3.2.3 APPROVI NG PAYMENT RECORDS W THOUT AN | NvVO CE

Once the PAPV approval records have been approved, the
paynment can be processed to STARS. I|If the user attenpts to
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approve a non-invoice OPAY transaction, TOPS wll reject
the attenpt.
To process an approved OPAY record, if the user is not

vi ewi ng the OPAY transaction, key OPAY in the Function Line
and press ENTER. Key INQU RE in the Function Line and the
desired order nunber and sequence nunber in the order and
sequence nunber fields and press ENTER Key CHANGE in the
Function Line, TAB to the approve lines field and key A
When all fields have been entered correctly, press ENTER
If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

28. 3.3 FORWARDI NG PAYMENT RECCRDS TO STARS

On a nightly basis, all OPAY records approved since the
last nightly cycle will be extracted, processed, added to a
STARS interface file and sent to STARS for processing.
STARS will process these paynent transactions using the
standard STARS edits. Any transactions which reject wll
appear on the STARS reject Ilisting. Changes to these
transacti ons nust be processed directly in STARS.

The likelihood of errors is extrenely small because in nost
cases, the accounting transactions would have already
passed pre-encunbrance and encunbrance edits.

In addition, TOPS creates a table of all transactions sent
to STARS for wuser viewing, reporting and if necessary,
recovery.

28.3.4 | NQUI RING PRI OR PAYMENT RECORDS SENT TO STARS

To inquire paynents sent to STARS, if the wuser is not
vi ewi ng the OPAY transaction, key OPAY in the Function Line
and press ENTER. Key INQU RE in the Function Line and the
desired order nunber, batch and departnent/division and
press ENTER
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SECTI ON 29
APPROVAL PROCESSI NG

29.1 | NTRODUCTI ON

The purpose of this section is to describe the procedures
for processing approvals in TOPS. Approvals in TOPS to a
great degree enulate the nmanual process of approvals that
existed in the State. Essentially, the mnual approval
process has been systematized into el ectronic approvals.

29. 2 PROCESSI NG OVERVI EW

There are many types of approvals required during the
purchasing process. See the |A Table of BTAB for the I|ist
of approval types. The approval process is based upon a
file of approving officials and the types of approvals they
are authorized to affect. This file of approvers and their
types of approvals was built partially froma survey of the
departnents in the State. This file of approvers is
avail able for TOPS to use in selecting approvers to build
approval records. This file is also available to the user
to identify approvers and their alternates when one nust
manual | y add approval records.

As a docunment enters TOPS as a requisition and noves
through the various phases of purchasing, TOPS wll
automatically pull approvers from the basic approval table,
create approval records and associate them to the docunent
by the document nunber. In the requisition phase, the
requi sition nunber is used to relate the approvals to the
docurment. In the solicitation phase, the solicitation
nunber is used to relate the approvals to the docunent. In
the order phase, the order nunmber is used to relate the
approvals to the docunent and so on.

The automatic approvals are based upon predeterm ned |ogic
existing in various prograns and are tied to critical data
el enents on the records. For exanple, as the requisition
header is entered, TOPS w Il add agency approvals based
upon the requisitioning agency nunber. Qher approvals are
based wupon compdity codes being purchased while other
approvals are based wupon trade-ins and wused equipnent
pur chases.

Approving officials must check TOPS, on a regular basis, to
determine if an approval record has been created which
requires their approval. These approving officials are
essentially checking their electronic in-baskets to see if
any docunents are awaiting approval .
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| f docunents need to be approved, the official reviews the
docunent electronically and electronically approves or
di sapproves the docunent, no other action is allowed.
Docunents remain in the "waiting approval"™ status until
ei ther approved or disapproved. Approvals nust be processed
in sequence, however if set up in this manner, several
approvers may have the sane sequence nunber. Approvers
having the sane sequence nunber may process the docunent
concurrently.

There are critical points in the life of a purchasing
docunment. Al existing approval records linked to the
docunent nust be approved before the docunent can process
past the critical point. For exanple, all agency approvals
must be granted prior to the requisition being allowed to
be processed by purchasing. Likew se, all pur chasi ng
approval s nmust be granted before the final solicitation can
be printed or award nade.

Not all circunstances can be predetermined wth the
approvals being added automatically. Some conditions wll
require that the user manually add approval records to the
approval table. Even though these records are nanually
added, they are viewed and processed in the same manner as
approval records automatically created by TOPS. ( Not e:
Manual ly created approvals can only be approved or
di sapproved by the approver for whomthey are built.)

For a docunment flow of the approval process, see Section
32, Docunent Fl ows.

29.3 PROCESSI NG DETAI LS

Following are the details for automatically adding
approvals for pur chasi ng docunents, manual |y  addi ng
approval s and approving the purchasi ng docunents.

29.3.1 AUTOVATI CALLY ESTABLI SHI NG APPROVALS

TOPS will automatically add approvals for docunents being
processed. Dependi ng upon the stage the docunent is at and
the characteristics of the docunent, different type

approvals will be added by TOPS. In addition, approvals nay
be nmanually added to the Approval database. All existing
approval s nmust be approved before a docunent can be noved
fromone stage of its life to another.

29.3.1.1 DURI NG REQUI SI TI ON PROCESSI NG
The requisition processing phase of the requisition applies
to all activities associated with entering the requisition,

entering the comobdities to be purchased and obtaining the
funds for the requisition. The requisition phase begins
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when the requisition is entered into TOPS and ends when the
status code is changed to 150.

Foll owi ng are sone of the types of approvals applied during
the requisition phase:

AA Agency approval s

BU Budget Approval s

CA Comodity Approval s

Tl Trade-In Equi prent Approval s
UE Used Equi pnent Approval s

Al'l approvals must be obtained before the status code on
the requisition can be changed to 150.

29.3. 1.2 DURI NG PRE-SQOLI Cl TATI ON PROCESSI NG

The pre-solicitation phase enconpasses those activities
from supervisor review to printing the final solicitation

Specifically, this includes those steps from the tine the
requisition arrives in purchasing to the tine the
solicitation status code is set to 360 - Print Final
Solicitation.

These are sone of the types of approvals that may be
applied during the pre-solicitation phase:

BS Board of Standards

DB DPA from Bi d

I N Special delegation on informal bid
MM Milti Step Mandatory

MO Milti Step Optional

MY Milti Year

Or One-Ti ne Purchase

PP Proprietary Purchase

RA Re- Adverti senment

SM Solicitation Arendnent
SS Single Source

SW State-Wde Contract

TC Term Contract for Agency

Al'l approvals must be obtained before the status code on
the solicitation can be change to 360 - Print Final
Solicitation.

29.3.1.3 DURI NG PRE- AWARD PROCESSI NG

The pre-award phase enconpasses those activities from
printing the final solicitation to setting the award fl ags
on the vendor's bids. Specifically, this includes those
steps fromthe tinme the solicitation status code is set to
360 - Print Final Solicitation to the tine the status code
is set to 380 - Partial Award or 385 - Final Award.
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These are the types of approvals that may be used in the
pre-award phase:

BA Board of Standards Approval of Award
1B One Bid Returned

BW Bid Arendnent or Wt hdrawal

ET Exception to Terns

| F Increase in Funds

MO Milti Step Optional

O Oher Than Low Bid
Al

| approvals nust be obtained before the status code on
the solicitation can be changed to 380 - Partial Award or
385 - Final Award.

29.3.1.4 DURI NG POST- AWARD PROCESSI NG

The post-award phase enconpasses those activities from
setting award to setting the status code to conpleted or
cancel l ed. Specifically, this includes those steps fromthe
time the award is nmade until the order or contract is
purged from TOPS.

These are sone of the types of approvals that can be
applied during the post-award phase:

DB DPA fromBid (lIncrease max dol | ar anpunt)
| F Increase in Funds

KA Contract Maxi mum Anount

MM Milti Step Mandatory Anendnent

MO Multi Step Optional Anmendment

OA One Tinme Award Anendnent

SA State-Wde Contract Amendnent

TA Term Contract Amendment

Y1 First Renewal including price increases
Y2 Second Renewal including price increases
Y3 Third Renewal including price increases
Y4 Fourth Renewal including price increases

Al'l approval s nmust be obtained before the specific function
can be performed on the order or contract.

29.4 | NQUI RI NG WAI TI NG APPROVALS

TOPS allows an approver and his/her alternates to see all
docunents awaiting his/her approval by wusing the PAPI
transacti on.

Al approvers should check TOPS regularly for those
docunents waiting his/her approval. The PAPI transaction
shows a |ist of docunents for which the approver is primary
approver. An approver can approve docunments for which
he/she is a primary or alternate approver.
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If the user is not viewing the PAPI transaction, key PAPI
in the Function Line and press ENTER Key INQU RE in the
Function Line and the desired approval USERID in the
approval USERID field and space through the password or
last four digits, key status code 001 and approval code W
and press ENTER PAPI wll show all docunents waiting
approval for the entered USERI D.

To inquire all approvals required for a particular
docunent, wuse the PAPS transaction. PAPS wll show all
approval s waiting, approved, disapproved, or cancelled for
t he requested docunent by approval type. If the user is not
vi ewi ng the PAPS transaction, key PAPS in the Function Line
and press ENTER Key INQU RE in the Function Line and the
desired docunent nunber in the document nunber field and
press ENTER

The PAP2 transaction shows a summary of approval and line
item information for each docunent requiring approval. |If
the user is not viewing the PAP2 transaction, key PAP2 in
the Function Line and press ENTER Key INQURE in the
Function Line and the desired docunent nunber in the
docunent nunber field.

29.5 APPROVI NG A DOCUMENT

To approve a docunent, if the user is not view ng the PAPV
transaction, key PAPV in the Function Line and press ENTER
Key INQURE in the Function Line and the desired docunent
nunber in the docunment nunber field and hold the space bar
down until the cursor passes the Suffix field and then
press ENTER. Press ENTER until the sequence waiting for you
appears. Key CHANGE in the Function Line, TAB to the
following fields and key the foll ow ng:

AUTHORI ZATI ON CODE: Key your authorization code. This code
will not display on the screen.

APPROVAL CODE: To approve the docunent key A, to disapprove
t he docunent key D.

If the user desires to disapprove the docunent, the user
must enter either a D SAPPROVAL REASON code or record
COMMVENTS. The RD table of BTAB lists all disapproval reason
codes. Approval reason codes are used by Central Purchasing
to code Energency Purchase Orders. Reference AR table of
BTAB.

When all fields have been entered correctly, press ENTER
If errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the entered
data and press ENTER If errors do not exist, TOPS wll
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update the database and display "SC08 TRANSACTI ON
SUCCESSFUL" and "L0O30 ALL LINES ADDED' at the bottom of the
screen and place CHANGE in the Function Line.

29.6 MANUALLY ADDI NG APPROVALS

In addition to the approvals automatically added by TOPS
the wuser nmay nmanually add approvals to the Approval
dat abase. Both the wuser adding the approval and the
approver for whom the approval is being added nust have
mai nt enance authority on their BAAT security record for the
Requisitioning Agency listed on the docunent to be
approved. Additionally, the approver nust have the APVR
security group on his/her STAB security record.

To manually add an approver to a docunent in the Approva

dat abase, if the user is not viewng the PAPV transaction

key PAPV in the Function Line and press ENTER Key CLEAR in
the Function Line and press ENTER The screen will refresh
with ADD in the Function Line. Use the TAB key to nove the
cursor to the following required fields and key the desired
dat a:

DOCUMENT NUMBER: Key the requisition, solicitation, order
or contract nunber requiring approval.

SUFFI X: Key “00”, or the solicitation anendnent nunber,
order change nunber or contract change nunber.

APPROVAL SEQ Key the desired approval sequence nunber for
this approval, usually the next avail abl e sequence.

APPROVAL TYPE: Key the approval type from the BAPV Table
for the approver. ***See the |IA Table in BTAB for a
conplete Iist of approval types.

APPROVAL CATEGCRY: Key the category from the BAPV Table for
the approver. ***See the CG Table in BTAB for a
conplete |ist of approval categories.

APPROVER S AGENCY: Key the approver's agency from the BAPV
Tabl e for the approver.

APPROVER: Key the approver USERID from the BAPV Table for
t he approver. Space through the password or |ast four
digits.

STAGE TO BE APPLIED: Key the stage in which this approva
is to be applied. 1 - Requisition, 2 - Pre-
Solicitation, 3 - Pre-Award, 4 - Post-Award.

AUTHORI ZATI ON:  Key your four character authorization code.
This code will not display on the screen.
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The following fields are OPTIONAL for this transaction:

APPROVE/ DI SAPPROVE: Leave this field blank. TOPS wll

default to either N for No Action Taken or W for
Wai ti ng Approval .

After all appropriate fields are conpleted, press ENTER |If
errors exist, TOPS wll display error nessages at the
bottom of the screen. The user nust correct the keyed data
and press ENTER If errors do not exist, TOPS will update
t he database and display "SC08 TRANSACTI ON SUCCESSFUL" and
"LO30 ALL LINES ADDED' at the bottom of the screen and
pl ace CHANGE i n the Function Line.

NOTE: If an approver is the |last approver in the sequence
and the approver w shes to manually add another approver,
they should add the approver before approving their own
sequence. This will prevent the status code from changing
on the docunent before all approvals are actually net.
Al so, nmanually created approvals can be deleted if it is
| earned they are not needed. However, the approval nust be
del eted before it is either approved or di sapproved.
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SECTI ON 30

TEXT PROCESSI NG

30.1 | NTRODUCTI ON

The purpose of this section is to describe the procedures for
adding or changing text in TOPS. Due to the nature of the
purchasing function, text is used in many places in TOPS and is
extremely inportant to the success of TOPS. Al purchasing
docunents produced by TOPS will contain text of sone nature.

30.2 PROCESSI NG OVERVI EW

Text processing in TOPS identifies a group of transactions that
are used to enter and maintain free-form text. Text processing
in TOPS is not as sophisticated as a word processor on the PC
because the mainframe conputer does not operate in the nmanner
required for interactive word processing.

There are sone mnor differences anong TOPS text transactions,
but the transactions function basically the sanme and can be
di scussed as a group without fear of confusion. There are two
basic types of text transactions, those that require a text type
indicator and those that do not. There are only a few text
transactions which require a text indicator. A text indicator
tells TOPS that the text is grouped or segnmented in some fashion
and should be treated differently when printed. Comodity
description is an exanple of this type text. The various
commodity description text types are used by TOPS to determ ne
what parts of the commodity description are to print on which
docunent s.

The mpjority of TOPS text transactions do not require a text
i ndicator. Typical of this type transaction is RNTE, RVTX, RTXL,
ONTE, etc.

30.3 PROCESSI NG DETAI L

In TOPS, text processing transactions may be grouped together
generical ly:

GENERAL TEXT PROCESSI NG TRANSACTI ONS:
ASDT - Sub- Agency Special Delivery Text
VNTE - Vendor Notes
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OVTX - Order Vendor Text

ONTE - Order Notes

KVTX - Contract Vendor Text

KNOA - Contract Notice of Award Text

KNTE - Contract Notes

KCTX - Contract Change Text

RNTE - Requisition Notes

RLTX - Requisition Line Text

RTXL - Requisition Specification Text Lines
RTXT - Requisition Specification Text Attachnent
RVTX - Requisition Vendor Text

SNTE - Solicitation Notes

SVTX - Solicitation Vendor Text

SATT - Solicitation Attachnent Text

TXLN - Text Dat abase Text

COVMODI TY DESCRI PTI ON TRANSACTI ON:
CSPC - Commodity Description

TEXT COPY AND MODI FY TRANSACTI ON:

OMOD - Order Conmodity Description Mdifications

OCMD - Order Change Commodity Description Modifications

OCTX - Order Change Text

KMOD - Contract Commobdity Description Mdifications

RMOD - Requisition Commodity Description Mdifications

STXL - Solicitation Text Mdifications

SPCM - Solicitation Comodity Conparison Matrix Modifications

PRODUCT COMPARI SON MATRI X TRANSACTI ON:
CPCM - Commodity Conparison Matrix

There are several types of text transactions in TOPS, all of
whi ch operate essentially the sane way. Wth the exception of
TXLN, all transactions have a primary screen, for exanple SVTX,
and a secondary screen, for exanple SVT2. The primary
transaction is wused for the actual input of text and the
secondary transactions are solely for the insertion and deletion
of text l|ines. REMEMBER: Al'l text screens except TXLN have a
secondary screen for inserts and deletes and the secondary
screen has a two (2) in the last position of the transaction
nanme except for SAT3 for solicitation attachnent text. (Not e:
The text transaction screens are currently being updated to
elimnate the secondary screen used for inserting and deleting
l'ines. As of this update, only TXLN has been inplenented into
production.)
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For all text screens there nust be another transaction perfornmed
to create a parent record for the text transaction. For exanple,
one cannot have order notes unless an order exists.

To call up a text transaction, key the text transaction in the
Function Line and press ENTER Key CGET in the Function Line and
the desired record nunber in the record nunber field and press

ENTER If text exists, the correct text record wll appear
otherwise, a blank screen w |l appear ready for text to be
added. The text line counter wll show the nunber of I|ines of

text that exist.

30.3.1 CREATI NG TEXT

To create text, key the text transaction in the Function Line
and press ENTER Key GET in the Function Line and the desired
record nunmber in the record nunber field and press ENTER |[f
text exists, it wll be displayed. If not, a screen ready for
text to be entered will be displayed. A Period in colum one of
the text area neans that no text exists on that |ine. Key CHANGE
in the Function Line, TAB to the text area and key the desired
text in the text area. Wen all text has been keyed, press

ENTER. If errors exist, TOPS will display error nessages at the
bottom of the screen. The user nust correct the entered data and
press ENTER If errors do not exist, TOPS wll update the

dat abase and display "ALL LINES CHANGED' at the bottom of the
screen.

NOTE: The user mmy indent as needed and may place blank |ines
in the text by spacing out the period. Al lines nust be filled
or the periods spaced out on a screen in order to GET another
screen in which to add additional text |ines.

30.3.1.1 CREATI NG COMMODI TY DESCRI PTI ONS
When creating commodity descriptions, you nmust enter a commodity
text type to the left of each line of comodity description. See

Section 4, Conmmopdity Database for a discussion of the various
comodity text type codes.

30.3.1.2 COPY AND MODI FY TEXT
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To copy and nodify text in TOPS neans to copy standard text from
the TEXT or Commodity database to a purchasing docunent and
nodify it just for that document w thout affecting the origina
t ext.

The copy and nodify text transactions are discussed above. Wen
the text first appears on the screen it is exactly as the
original. If the user nakes a single key stroke change to the
text, the text will be saved in its entirety and retained for
use with that purchasing docunent. For exanple, a term and
condition existing in the Text database may need to be slightly
nodified for a particular solicitation. The user may reference
that text, use the STXL transaction to see the actual text from
the Text database and change the text as needed. Wen the
changes are made, the text is saved for that solicitation
wi t hout affecting the original text in the Text database.

If the user is not viewing the desired text transaction, key the
desired text transaction in the Function Line and press ENTER
Key CGET in the Function Line and the desired record key in the
record key field and press ENTER Key CHANCE in the Function
Line, TAB to the first text line and key the desired text. When
all text has been entered correctly, press ENTER If errors
exist, TOPS wll display error nessages at the bottom of the
screen. The user mnust correct the entered data and press ENTER
If errors do not exist, TOPS wll wupdate the database and
di splay "ALL LI NES CHANGED' at the bottom of the screen.

30.3.1.3 PRODUCT COVPARI SON MATRI X

The product conparison matrix text transaction (CPCM works like
other text transactions except the CPCM transaction is columar
in appearance. The user nust be aware that the text nust be
keyed carefully so that the <correct text remains in the
correspondi ng col umm.

30. 3.2 CHANG NG GENERAL TEXT

To change text in TOPS, the user nust retrieve the desired text
and key the changes over the existing text. If the user is not
viewwng the desired text transaction, Kkey the desired text
transaction in the Function Line and press ENTER Key GET in the
Function Line and the desired record key in the record key
fields and press ENTER Key CHANGE in the Function Line, TAB to
the text line to be changed and key the desired text. Wen all
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text has been entered correctly, press ENTER |If errors exist,

TOPS will display error nessages at the bottom of the screen
The wuser nust correct the entered data and press ENTER |If
errors do not exist, TOPS will wupdate the database and displ ay

"ALL LI NES CHANGED' at the bottom of the screen.

30. 3.3 | NSERTI NG AND DELETI NG TEXT LI NES

As stated previously, each text transaction has a secondary
screen for inserting and deleting text. To insert or delete text
several conditions have to be net:

The user has to be in the secondary screen.

The area to which text is to be inserted or deleted from nust be
on the screen.

The user can only insert or delete as many lines as are shown on
t he screen.

To insert or delete text fromthe primary text transaction, key
the secondary text transaction in the Function Line or key
CHANGE wi t hout naki ng any changes and press ENTER The secondary
screen will appear. Key CHANGE in the Function Line, TAB to the
action columm next to the line to be deleted and key D or TAB to
the action colum next to the line to be inserted and key | and

press ENTER |If the user keyed D, the primary screen will return
with all lines that were not deleted present. If the user keys
|, the primary screen will return with the Iine after which the

text is to be inserted displayed followed by a blank screen
ready for text to be entered. Key CHANGE in the Function Line
and key the desired text. Wen conplete press ENTER

30.3.4 HOWTO ENTER MORE LI NES WHEN THE SCREEN | S FULL

Key GET in the Function Line, key B in the SCROLL ACTION and

press ENTER This will nove the bottom line to the top of the
text area and allow nore text to be entered.

30.3.5 SCROLLI NG THROUGH A DOCUMENT

30.3.5.1 SCROLLI NG DOWN

To scroll down in a docunent a page at a tinme, key CET in the
Function Line, key D in the SCROLL ACTION and press ENTER TOPS
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will nove you down the docunment one page. Continue to press
ENTER to scroll down the docunent.

30.3.5.2 SCRCLLI NG UP

To scroll up in a docunent a page at a tinme, key CGET in the
Function Line, key U in the SCROLL ACTION and press ENTER TOPS
will nmove you up the docunent one page. Continue to press ENTER
to scroll up the docunent.

30.3.5.3 SCROLLING TO THE BOTTOM

To scroll to the bottom of a docunment, key GET in the Function
Line, key B in the SCROLL ACTION and press ENTER. TOPS wi |l nove
you directly to the bottom of the docunent.

30.3.5.4 SCROLLING TO THE TOP

To scroll to the top or beginning of a docunent, key GET in the
Function Line, key T in the SCROLL ACTION and press ENTER TOPS
will nove you to the beginning of the docunent.

30.3.5.5 SCROLLING TO A LINE

To scroll to a specific |ine nunber, key GET in the Function
Line, key R in the SCROLL ACTION, key the relative |ine nunber
in the line nunber field and press ENTER TOPS will nobve you to
that relative |ine nunber.

30.3.6 ADDI NG TEXT AT THE TOP OF A DOCUMENT

To add text at the top of the beginning of a docunent, key GET
in the Function Line, key T in the SCROLL ACTION and press
ENTER. This will nove to the top of the docunent. Key U in the
SCROLL ACTION and press ENTER This will create a blank |ine at
the top of the docunent. Key the desired text and press ENTER

30.3.7 UPLQADI NG TEXT FROM A PERSONAL COWPUTER
Text can be created on the personal conputer, saved as an ASC |

file, and up-loaded into TOPS. The followng rules nust be
foll owed when creating the text:
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DO NOIr wuse formatting options such as TABS, CENTERI NG
UNDERLI NI NG BOLD, etc. The mainframe does not recognize these
formats.

The text can only be 70 characters w de. So make sure that your
mar gi ns are set on zero and 70.

When you have entered the text, be sure you run a spell check,
proof and correct the date. Save the file as an ASCII file. Gve
the file a nane with the extension of “.ASC

Notify the TOPS system admnistrator that you want the file
noved to the mainfrane.

The system adm nistrator wll:

If the text reference does not exist in the Text database,
create a text reference in the Text database wusing the
procedures in Section 5, Text Database.

If the text reference existed, proceed to the next step.

Execute programto nove the file to the mainfranme and upload it
to the Text database.

30.3.8 WHERE THE VARI QUS TEXT PRI NTS

SNTE: Solicitation notes print on Late M| estone Report.

CSPC: TYPE A = Prints on comodity reports.

TYPE B = Prints on commodity reports.

TYPE C Prints on solicitations, contracts and orders.
First two lines print on bid tabul ations.

TYPE D =Prints on solicitations.

TYPE E
orders.

Prints on solicitations, bid tabul ati ons and

TYPE F = Does not print.

RMOD: TYPE B = Prints on solicitations and orders.
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30.3.8.1 GENERAL

There are two basic types of text processing. First, there are
terms and conditions and specifications which nay reside in the
Text Database. If referenced on the solicitation in STXT, this
text may be nodified for a particular solicitation. See bel ow
for detailed discussion. Second, there is the comodity
description in the Commodity Database. Comodity description my
be nodified for a particular requisition. See below for a
det ai | ed di scussi on.

30.3.8.2 SPECI AL TERMS AND CONDI Tl ONS

A special term and condition reference nunmber begins with an
al pha character. This type text is held in the Text Database and
may be included on a solicitation at the desire of the buyer.
The buyer nust enter the text reference nunber in the STXT
Table. If the buyer desires, this text may be nodified for a

particular solicitation. Such nodifications will be entered in
the STXL Table. Please see the text sources section, which show
where the various text prints, listed at the end of this
secti on.

30. 3. 8.3 SPECI FI CATI ONS

A specification reference nunber begins with a numeral. This
type text is held in the Text Database and may be included on a
solicitation at the desire of the buyer. The buyer nust enter
the text reference nunber in the STXT Table. Sonetinmes the

coormodities being purchased wll include a specification
reference on the Comobdity Database. If this is the case, that
speci fication Wil | automatically be i ncl uded in t he
solicitation. If the buyer desires, this text my be nodified
for a wparticular solicitation. Such nodifications wll be
entered in the STXL Table. Please see the text sources section,
whi ch show where the various text prints, listed at the end of

this section.

30.3.8.4 ATTACHVENT TABLE

Attachnment text 1is free-form text entered for a specific
solicitation on the SATT table. It applies only to the
solicitation it is entered against and will not print on any
other solicitation. Repetitive entry of text should be included
in the Text Database. Please see the text sources section, which
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show where the various text prints, listed at the end of this
secti on.

30.3.8.5 COWODI TY DESCRI PTI ONS

In order to see the real relationships, let's review sone basic
text processing functions and establish a precedence for
comodity description processing.

Text Processing: When text is retrieved only with a GET using
t he RMOD, KMOD, OMOD or OCMD screens, it works as follows:

RMOD

| f comodity is not on contract, RMOD will display CSPC records.
If compbdity is on contract and there are no KMOD records, RMOD
will display KMOD records.

In all cases, RMOD records are not created and stored unl ess the
text is changed on the RMOD screen, regardless of whether the
text canme from CSPC or KMOD.

KMCOD

| f RMOD records existed when the contract was created, they are
noved to KMOD records. |f KMOD records exist, KMOD w il display
those KMOD records. If KMOD records do not exist, KMOD wll
di splay the CSPC records.

oMoD

If RMOD records existed when the order was created, they are
noved to OMOD records. If OMOD records exist, OMOD w Il display
OMOD records. If OMOD records do not exist and the commodity is
not on contract, OMOD will display CSPC records. |f OMOD records
do not exist and the commobdity is on contract and there are no
KMOD records, OMOD will display CSPC records. If OMOD records do
not exist and the combdity is on contract and there are KMOD
records, OMOD will display KMID records.

OCMVD

If OCMD records exist, OCMD will display OCVMD records. If no
OCMD records exist and OMOD records exist, OCMD wll display
OMOD records. If no OCVMD or OMOD records exist and KMOD records
exist, OCMD wll display OMOD records. If no OCMD or OVOD
records exist and KMOD records exist, OCMD wll display KMD
records. If no OCVMD, OMOD or KMOD records exist, OCVMD wll

di spl ay CSPC records.
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Text Precedence: Following is a sunmary of the precedence used
to retrieve text:

RMOD: RMOD, KMOD, CSPC

KMOD: KMOD, CSPC

oMoD: OvOD, KMOD, CSPC ( NOTE: If text was entered on QOLI3 or
CLI 4, you cannot change or enter text on OMOD. You can have
text in either OLIN or OMOD, but not both.)

oCvD: OCMD, OMOD, KMOD, CSPC

The followng is a summary of the precedence for printing text:

SOLI C TATI ON: RMOD, CSPC

PURCHASE ORDER: CLIN, OMOD, CSPC

CONTRACT RELEASE ORDER: OLIN, OMOD, KMOD, CSPC

CONTRACT: KMOD, CSPC

NOTI CE OF AWARD: KMOD, CSPC

ORDER CHANGE: OCMD, CQLIN, OMOD, KMOD, CSPC

NOTE: On OLI4 one can key sone abbreviated text directly on the
screen. If the desired text changes w Il overflow the capacity
of OLI4, use the OVOD.

30.3.8.6 PRI CE SHEET TEXT

Pl ease see the text sources section which show which text prints
on the various price sheets at the end of this section.

The commodity descriptions print in the follow ng |ocations:

CSPC Descri pti ons

TYPE A: Commodity reports.

TYPE B: Commodity reports, solicitations, orders, contracts and
NQOA.
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TYPE C. Comodity reports, solicitations, orders contracts and
NCA. The first two lines print on the bid tabul ation.

TYPE D. Commodity reports and solicitations.
TYPE E: Solicitations, bid tabulations and orders.
TYPE F-Z: Do not print.

RMOD Descri pti ons

TYPE B: Solicitations and orders.

TYPE C. Solicitations and orders. The first two lines print on
bid tabul ati on.

TYPE D: Solicitations.
TYPE E: Solicitations and orders.
TYPE F-Z: Does not print.

OMOD Descri pti ons

TYPE B: Orders.
TYPE C. Orders.
TYPE E: Orders.

OCVD Descri pti ons

TYPE B: Order changes.
TYPE C. Order changes.
TYPE E: Order changes.

KMOD Descri ptions

TYPE B: Contract and NOA

TYPE C. Contract and NOA.

TYPE E: Contract and NOA.
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30.3.8.7 BID TABULATI ON

The bid tabulation prints from information held in the
Requisition, Solicitation and Commodity Databases. Please see
the text sources section which shows the order in which text
prints on the bid tabulation at the end of this section.

30.3.8.8 NOIl CE OF AWARD
The notice of award prints from information held in the
Contract, Commodity and Text Databases. Please see the text

sources section which shows the order in which text prints on
the notice of award at the end of this section.
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SOLI CI TATI ON TEXT SOURCES

Each printed solicitation contains the follow ng sections.
Listed after each section is the TOPS screens containing
the printed text.

1. Solicitati on Cover Sheet: Text from Xerox Printer Form

2. Standard Terns & Conditions: From partitioned Data
Set. Buyer cannot change this text.

3. Special Ternms & Conditions: Use the STXT reference
nunber to get nodified text from STXL. Get the
unnodi fied text from TXLN. Special Terns & Conditions
ref erence nunbers begin with an Al pha character.

4. Specifications: Use the STXT reference number to get
nodi fied text from STXL. Get the unnodified text from
TXLN. Specification reference nunbers begin with a
nunber.

5. Attachment Text: From STXT and STXL, RTXT and RTXL
Screens.

6. Price Sheet: For comodity description, print the
nodi fied description from RMOD or else wuse the
unnodi fied description from CSPC for that comodity
code. “B", “C’, “D', and “E’ levels will print.

SOLI C TATI ON AMENDVENT TEXT SOURCES

1. Solicitation Anendnent Cover Sheet: Text from Xerox
Printer Form

2. Text: From SATX tabl e
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PURCHASE ORDER AND CONTRACT RELEASE ORDER TEXT SOURCES

Each printed purchase order contains the follow ng
sections. Listed after each section is the TOPS screens
containing the printed text.

1. Purchase Order or Contract Rel ease Order Cover Sheet:
Text from Xerox Printer Form

2. Standard Terns & Conditions: From Partitioned Data
set. Buyer can not change this text.

3. Price Sheet: For commodity description, print the
nodi fi ed description fromOLIN or OMOD, or use the
unnodi fied description fromCSPC. B, C, D, and E
levels will print. OVTX will follow the |ast |ine of
commodi ty description.

4. Special Terms & Conditions: If Print on Award Docunent
indicator is set on, use the text reference nunber
from STXT to get the nodified text from STXL. Cet
unnodi fied text from TXLN

5. Specifications: If Print on Award Docunent i ndi cator

is set on, use the text reference nunber from STXT to
get the nodified text. Get unnodified text from TXLN

ORDER CHANGE TEXT SOURCES

1. Order Change Cover Sheet: Text from Xerox Printer

Form

2. Price Sheet: For comodity description, print the
nodi fied description from OCVMD or use the unnodified
description fromCSPC. B and C levels will print.

3. Change Text: From OCTX tabl e.
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CONTRACT TEXT SOURCES

Each printed contract contains the following sections.
Listed after each section is the TOPS screens containing
the printed text.

1. Contract Cover Sheet: Text from Xerox Printer Form
2. Vendor Sheet: From SVTX for the Awarded Vendor.

3. Special Terms & Conditions: If Print on Award Docunent
i ndicator is set on, use the text reference nunber
from STXT to get the nodified text from STXL. GCet
unnodi fied text from TXLN.

4. Specifications: If Print on Award Docunent indicator
is set on, use the text reference nunmber from STXT to
get the nodified text. Get unnodified text from TXLN

5. Price Sheet: For commodity description, print the
nodi fied description fromKMOD or use the unnodified
description fromCSPC. B and C levels will print. KVTX
will followthe last line of conmopdity description.

CONTRACT CHANGE TEXT SOURCES

1. Contract Change Cover Sheet: Text from Xerox Printer
Form

2. Change Text: from KCTX tabl e.
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Bl D TABULATI ON

Each printed bid tabulation contains the follow ng
sections. Listed after each section is the TOPS screens
containing the printed text.

1. Bid Tabulation Part | Introduction: No text involved
in the part.

2. Par t I | tens: First two lines of comodity
description (B or C level) from RMOD if present or
else from CSPC. E level from RMOD if present or else
from CSPC. RVTX will follow last line of commodity
descri ption.

3. Part |11l Vendors: SVTX for the Vendor.
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PRI NTI NG TEXT ON NOTI CE OF AWARD

Each printed notice of award contains the follow ng
sections. Listed after each section is the TOPS screens
containing the printed text.

1. Noti ce of Award Cover Sheet: Text from Xerox Printer
formand Text from TXLN based upon the T-nunber
reference nunber in the text.

2. NCA Text: Continuation of text from TXLN based upon
t he T-nunmber reference in text.

3. Li st of Vendors: Text fromthe KNOA table will print
foll ow ng each vendor shown on the list of vendors.

4. Items by Contract: Print nodified description from
KMOD or el se unnodi fied description from CSPC for each
commodity code. KVTX prints after the conmmodity
descri ptions.

32-17



TOPS USER MANUAL REVI SED 05/ 01
SECTI ON 32: DOCUMENT FLOWS

DOCUVENT FLOWS
TABLE OF CONTENTS

32.1 REQUISITION PROCESSING. . ... ... ... 20
32.2 CONTRACT RELEASE ORDER PROCESS BEG NNI NG W TH

REQUI SETION . . e e e 21
32.3 PRE-SOLICITATION PROCESSING. . ... ... i 21
32.4 SOLIC TATION PROCESSI NG. . .. .. e 25
32.5 SOLICI TATION AMENDVENT PROCESS . ... ... .. oo 25
32.6 OPEN BIDS, RECORD, TABULATE AND AWARD. . ................. 25
32. 7 CONTRACT PROCESS. . . . . e 27
32.8 ORDER PROCESS. . .. ... . 27
32.9 FAST ORDER ENTRY PROCESS (OFST) . ...... . 28
32.10 DIRECT ORDER ENTRY PROCESS . . ... ... ... . i 28
32.11 CONTRACT RELEASE ORDER ENTRY PROCESS. . ................. 29
32.11. 1 OFCR ENTRY PROCESS. . . . .. . e 29
32.12 CONTRACT CHANGE PROCESS . .. ... ... i 30
32.12.1 VENDOR NUMBER CHANGE ON CONTRACT . .................... 30
32.13 ORDER CHANGE PROCESS. . .. ... .. . e 31
32.13.1 ORDER CANCELLATION PROCESS . ........ . . ... 31
32.14 CONTRACT REPROCUREMENT PROCESS . ............ . ... ..., 31
32.14.1 REQUISITION COPY FEATURE . . . ... .. . e 32
32.15 CONTRACT RENEWAL PROCESS W THOUT PRI CE CHANGES......... 32
32.16 CONTRACT RENEWAL PROCESS WTH PRICE CHANGES. ........... 33
32.17 DELEGATED PURCHASE AUTHORI TY (DPA) FROM BI D

PROCESSI NG . . . . o e 34
32.18 REQUI SITIONS AGAINST A DPA PROCESS ... ...... ... .. ..... 34

32-18



TOPS USER MANUAL REVI SED 05/ 01
SECTI ON 32: DOCUMENT FLOWS

32.
32.
32.
32.
32.
32.
32.
32.
32.
32.
32.
32.
32.
32.
32.
32.
32.

19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35

RECEI VI NG PROCESS. . . ... . e 35
INVAO CI NG PROCESS. . . .. e 36
PAYMENT WTH INVO CE PROCESS . . .... .. ... . i 36
PAYMENT WTHOUT INVOCE PROCESS ....................... 37
FI XED ASSET ENTRY PROCESS (OFIX) ........ ... . ..., 37
ACCOUNTI NG PRE- ENCUMBRANCE PROCESS . ................... 38
ACCOUNTI NG PRE- ENCUMBRANCE CHANGE PROCESS. . ............ 38
ORDER ACCOUNTI NG ENCUMBRANCE ( BATCH) PROCESS........... 38
ORDER ACCOUNTI NG ENCUVMBRANCE (ON-LINE) PROCESS......... 39
ORDER ACCOUNTI NG ENCUMBRANCE CHANGE PROCESS. ........... 39
CONTRACT ACCOUNTI NG ENCUMBRANCE (ON-LINE) PROCESS. . .... 40
CONTRACT ACCOUNTI NG ENCUMBRANCE CHANGE PROCESS. ........ 40
ACCOUNTI NG PAYMENT RECORDS . . .. ... e e 40
APPROVAL PROCESS. . . . . . e e e e 41
VENDOR PRE- REG STRATION PROCESS ... .......... ... ....... 41
VENDOR REG STRATION PROCESS . .. ... ... 41
COMMODI TY PROCESS. . . . .. e e e 42

32-19



TOPS USER MANUAL REVISED 05/01
SECTION 33: ARCHIVE PROCESS

SECTI ON 32
DOCUVENT FLOWS

32.1 REQUI SI TI ON PROCESSI NG

This process is used to enter requisitions into TOPS and to
process them to purchasing. See Requisition Process Flow
bel ow. Al so see Approval Process and Accounting Process for
addi ti onal information.

PROCESS FLOW DI SCUSSI ON

STEP 1. RQS4: ADD, REQUI SI TI ON HEADER. CHANGE, SC=105.
I f desired, use RQ@6 and enter any registered
recormended vendors. Use VNAM to inquire TOPS for
vendor nunber. NOTE: Non-registered vendors may be
recommended on the RNTE screen. Be sure to include
conpl ete vendor nanme and address.

STEP 2. RLI2: ADD, REQUI SITION LINES. REPEAT FOR EACH
LI NE. CHANGE, SET SC=105.
If the commopdity codes are not on the requisition, use
CDES or CKW to find the comodity. If the comodity
does not exist, the system admi nistrator nay use COWR
and CSPC to add the compdity to the comodity

dat abase. |If desired, use RLI3 to set trade-in and
used equi pnment indicators. To change a specification,
use RMOD.

STEP 3. RACG ADD, ACCOUNTI NG DI STRI BUTI ON LI NES. CHANGE,
SET SC=1.
Add all lines of accounting distribution. The nethod

of distribution nust be either proportional or
requisition line oriented, NOT both. Build one RACG
for each fundi ng source.

STEP 4. RNTE: GET, REQUI SI TI ON NUMBER. CHANGE TO KEY TEXT.
Use RNTE as an electronic notepad to docunent any
pertinent notes regarding your requisition. RNTE does
not print on the final requisition text.

STEP 5. RAST: | NQU RE, FOR SC=149.
Wen the final approval is granted, the status code
will automatically be set to 149. This inquiry wll
show which requisitions are ready to send to
pur chasi ng.

STEP 6. RQ@4: CHANGE, SET SC=150 TO MASTER FI LE POST AND TO
RELEASE THE REQUI SI TI ON TO PURCHASI NG.

SC=150 cannot be set wuntil all approvals have been
granted. If all approvals have been granted, the
status will change from 150 to 200. From this point
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on, the requisition belongs to Central Purchasing and
the user cannot nodify it, unless it is sent back to
t he agency | evel by Central Purchasing.

32.2 CONTRACT RELEASE ORDER PROCESS BEG NNI NG W TH
REQUI SI TI ON

This process involves the entry of a contract rel ease order
through the requisition database. See Contract Release
Order Beginning Wth a Requisition Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. RQ@S4: ADD, REQUI SI TI ON HEADER CHANGE, SC=105.
Set the docunent type to P1R

STEP 2. RLI2: ADD, REQUI SITION LI NES. REPEAT FOR EACH LI NE.
CHANGE, SET SC=1.
If the commopdity codes are not on the requisition, use
CDES, CKW, COW CTYP, etc. to find the comodity. If
the compbdity does not exist, use COM and CSPC to add
the commpodity to the commpdity database. If desired,
use RLI3 to set trade-in and used equipnent
i ndi cators. To change specification, use RMOD.

STEP 3. RACG ADD ACCOUNTI NG DI STRI BUTI ON LI NES. CHANGE,

SET SC=1.

Add all lines of accounting distribution. The nethod
of distribution nust be either proportional or
requisition line oriented, NOI' both. You my pre-

encunber the funds (post the shadow file) by using
RQS4 and set SC=106. Funds against an encunbered
contract will not be pre-encunbered and wll process
agai nst the contract.

STEP 4. RQ@4: CHANGE, SET SC=150 TO MASTER FI LE POST AND TO
RELEASE THE REQUI SI TION TO THE AWARD PROCESS.

SC=150 cannot be set wuntil all approvals have been
granted. If all approvals have been granted, the
status will automatically change to 275. From this

point on, the requisition belongs to purchasing and
t he user cannot nodify it.

STEP 5. THE NI GHTLY CYCLE W LL CREATE THE CORRECT NUMBER OF
CONTRACT RELEASE ORDERS, ENCUMBER THEM AND PRI NT THEM

32.3 PRE-SOLI Cl TATI ON PROCESSI NG

This process is designed for use by the purchasi ng agencies
during the initial review and assignnment of t he
requisition. It also covers preparing the solicitation,
attaching the requisition to the solicitation, changing the
solicitation characteristics, adding vendors, adding text,
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nodi fying text and printing the draft solicitation. See
Pre-solicitation Process Flow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. RBUS: | NQU RE, BUYING TEAM SUPERVI SOR | NQUI RE FOR
SC=200. LEAF TO THE FIRST RECORD ASSIGNED TO YOUR
TEAM

Periodically, the buying team supervisors nust use this

transaction to determne if requisitions have been assigned

to their team

STEP 2. SUPERVI SOR REVI EW | NQUI RE, RQ54, RQS5, RQ@S6, RLI 2,
RLI 3, RNTE. RQS2: CHANGE, ASSI GN  BUYER, SET
SOLI Cl TATI ON AND AWARD CODE.
Status code 201 shows the requisition is being
revi ewed by the supervisor.

STEP 3. |IF THE REQUI SITION | S PROCURABLE, GO TO STEP 9 ELSE
CONTI NUE.

| F REQUI SI TION | S PROCURABLE OM T STEPS 4 THROUGH 8.

STEP 4. RQS2: CHANGE, |IF THE REQUISITION IS NOT PROCURABLE
SET SC=22X TO RETURN TO THE REQUESTER
If the requisition is not procurable, it should be
sent back to the requester for rework. Use SC=220
Return, SC=223 Return w thout Reapproval, SC=225
Return Require Reapproval, SC=226 Return Require
Reapproval and Refundi ng.

STEP 5. RNTE: GET AND CHANGE, ENTER NOIES FOR THE
REQUESTER. CALL REQUESTER AND ADVISE THAT THE
REQUI SI TI ON | S BEI NG RETURNED.

STEP 6. REQUESTER CORRECT THE PROBLEM
Leave requisition status code @63 to correct the
probl em Changes to quantity, unit of neasure, dollar
anount, or conmopdity code require requester to change
the RQS4 status code to 105 first which rebuilds
approval s.

STEP 7. RQ@S4: CHANGE, SET SC=150 TO MASTER FI LE POST AND TO
RELEASE THE REQUI SI TI ON TO PURCHASI NG.

SC=150 cannot be set wuntil all approvals have been
granted. If all approvals have been granted, the
status will automatically change to 200. From this
poi nt on, the requisition belongs to Central

Pur chasi ng and the user cannot nodify it.
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STEP 8. RBUS: | NQU RE, BUYING TEAM SUPERVI SOR | NQUI RE FOR
SC-200. LEAF TO THE FIRST RECORD ASSIGNED TO YOUR
TEAM
| f the requisition 1is being returned (buyer,
solicitation and award codes present), review the RNTE
and determine if the corrections have been made. |If
so, continue else return to STEP 4.

STEP 9. RQS3: CHANGE, SET NATURE OF PURCHASE, PRIORITY AND

DEGREE OF DI FFI CULTY. SET SC=235 AND SCHEDULE
REQUI SI TI ON.
A requisition may be scheduled and reschedul ed any
nunber of tinmes, however, once the status code is
nmoved to other than 235 or 236, the schedule is
per mmnent and cannot be changed.

STEP 10. RQS2: CHANGE, SET SC=202.
Status code 202 notifies the buyer that a new
requi sition has been assigned.

STEP 11. RBST: | NQUI RE, BY BUYER CODE AND SC=202.

Periodically, t he buyer shoul d perform this
transaction to determne if a new requisition has been
assi gnhed.

STEP 12. BUYER REVIEW [INQU RE, RQS4, RLI2, RLI3, RNTE,
RQS2, RQ@S6, RQES5. RQES2: CHANGE, SC=203.
The buyer should review the requisition to determ ne
if it is "procurable". Pay special attention to the
solicitation and award codes. |If you do not agree,
di scuss with the team supervi sor.

NOTE: Buyer may automatically create a solicitation and
attach the requisition to it by changing the requisition
status code to 265. If this is done; skip to steps 13 & 14.

STEP 13. SDOC: ADD, CREATE A SCLI Cl TATI ON HEADER. CHANGE,
SET SC=302.

STEP 14. SRON: ADD, ATTACH REQUI SI TION TO THE SOLI ClI TATI ON.

STEP 15. SDOC. CHANGE, SET ASIDE, BID TAB TYPE, PRI CE SHEET
STYLE.

STEP 16. SDO2: CHANGE, CEO BID CODE, BID BOND AND
PERFORMANCE BOND | NFORVATI ON.

STEP 17. SDC3: CHANGE, ENTER NATURE OF PURCHASE, PRI ORITY,
DEGREE OF DI FFI CULTY. SET SC=330 TO SCHEDULE.

STEP 18. SDO04: CHANGE, ENTER CONFERENCES.
STEP 19. SDO5: CHANGE, ENTER CERTI FI CATES.
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STEP 20. SDO6: CHANGE, ENTER HEADERS FOR PRI CE SHEET
STYLES.

STEP 20A SDO7: Optional-I1f bid list is to be random zed,
CHANGE, enter nunber of bidders requested and region
to select from

STEP 21. STXT: ADD, ENTER T & C AND SPECI FI CATI ONS FROM THE
TEXT DATABASE.

STEP 22. STXL: GET, RETRIEVE TEXT FROM TEXT DATABASE.
CHANGE TO MODI FY TEXT.
Use STX2 to insert or delete text |ines.

STEP 23. SPRF: ADD, ADD A PRODUCT COVPARI SON MATRI X FROM
THE COMMODI TY DATABASE.

STEP 24. SPCM GET, RETRIEVE TEXT FROM COMMODI TY DATABASE.
CHANGE, TO MODI FY THE PRODUCT COVPARI SON MATRI X.

Use SPC2 to insert or delete product conparison natrix

l'ines.

STEP 25. SATT: CET, RETRIEVE TEXT. CHANGE TO ENTER
ATTACHVENT TEXT.

STEP 26. SVE2: ADD, TO MANUALLY ADD VENDORS TO THE BID

LI ST.
Any vendors on RQ@S6 that neet the selection criteria
will be added automatically, along with the previously

awar ded vendor if applicable.

STEP 27. RLI2: CHANGE, SET THE GROUPI NG | NDI CATOR, SAMPLE
REQUI RED AND DESCRI PTI VE LI TERATURE REQUI RED
| NDI CATOR. Optional transaction.

These nay al so be set during the solicitation process.

STEP 28. RLI3: CHANGE, |F DESIRED TO SET THE BI D TAB TYPE,
PRI CE SHEET STYLE.
Normally these indicators are not set until the
requisition is attached to a solicitation, but they
can be set at this tine.

STEP  29. RMOD: GET, REVIEW CHANGES TO THE |ITEM
DESCRI PTI ONS. CHANGE, TO MAKE CHANGES TO THE | TEM

DESCRI PTI ON.
Optional transaction. Repeat for each requisition
[ine.

STEP 30. RTXT & RTXL: GCET, REVIEW SPECI FI CATI ONS FROM THE
USER ABOUT THI S REQUI SI TI ON.
Optional transaction. Repeat for each requisition
[ine.
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STEP 31. RNTE CET, REVIEW NOIES FROM THE USER AND
SUPERVI SOR.

STEP 32. SDOC. CHANGE, SET SC=350 TO PRINT A DRAFT
SOLICI TATION. A BID LI ST WLL BE CREATED BY TOPS.

STEP 33. REVIEW DRAFT SOLICI TATION AND BID LIST. MAKE
CORRECTI ONS AND REPRI NT DRAFT | F NECESSARY.

32.4 SOLI Cl TATI ON PROCESSI NG

This process involves printing the final solicitation,
conducting bid opening, recording bids, tabulating bids and
setting the award flags. See Solicitation Process Flow
bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. SDCC: CHANGE, SET SC=360 TO PRINT FINAL
SOLI CI TATI ON.

STEP 2. MAIL SOLI CI TATI ON TO VENDORS.
32.5 SOLI Cl TATI ON AMENDVENT PROCESS

This process involves preparing the solicitation anendnent,
printing a draft and printing a final. See Solicitation
Amendnent Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. SAMD: ADD, ENTER SOLI Cl TATI ON AMENDVENT HEADER.

STEP 2. SATX: CET, TO RETRIEVE TEXT. CHANGE, TO ENTER
AMENDMENT  TEXT.

STEP 3. SAMD: CHANGE, SET SC=350 TO PRI NT DRAFT AMENDMENT.
Review draft and nmeke any corrections. |If the bid
openi ng date or tine changed, enter the information on
the SAMD screen. When the anendnment is printed final
TOPS will update the bid opening date at the
solicitation |evel

STEP 4. SAMD: CHANGE, SET SC=360 TO PRI NT FI NAL AMENDMENT.
STEP 5. MAIL THE SOLI Cl TATI ON AMENDMENT.

32.6 OPEN BI DS, RECORD, TABULATE AND AVWARD

This process involves conducting the bid opening, preparing
the bid abstract, coding the bids with the naster bid
return codes, recording vendor |evel information, recording
line |evel (prices) i nformation, requesting a bid
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tabul ati on, requesting a bid tabulation with proposed award
option and awarding the lines. See Qpen Bids, Record,
Tabul ate and Award Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. CONDUCT BI D OPEN NG

STEP 2. PREPARE BID ABSTRACT AND ATTACH TO BIDS. FORWARD
Bl DS AND ABSTRACT TO BUYER.

STEP 3. MARK BI DS W TH MASTER BI D RETURN CODES.
STEP 4. SDOC. CHANGE, SET SC=365 TO RECORD BI DS.
STEP 5. SVE2: CHANGE, RECORD VENDOR LEVEL | NFORVATI ON.

STEP 6. SVE3: CHANCGE, RECORD BOND | NFORVATI ON, CONFERENCE
ATTENDANCE AND CERTI FI CATES RECEI VED.

STEP 7. SVTX: CHANGE, RECORD VENDOR LEVEL TEXT.
STEP 8. RBI D/ RVE2: ADD, RECORD VENDCR LI NE BI D | NFORVATI ON.

STEP 9. RVTX: CHANGE, RECORD VENDOR LI NE BI D TEXT.
STEP 10. SDOC: CHANGE, SET SC=375 FOR BI D TABULATI ON.

STEP 11. RLIZ2: CHANGE, SET GROUPI NG | NDI CATORS TO CREATE
NEW GROUPS.

STEP 12. SDOC. CHANGE, SET SC=370 FOR BI D TABULATI ON AND
AUTOVATI C PROPOSED AWARD BY TOPS.

STEP 13. PAPV: CHANGE, APPROVE ANY APPROVAL RECORDS
AUTOVATI CALLY CREATED BY TOPS.

STEP 14. RVE2: CHANGE, OVERRIDE TOPS PROPOSED AWARD BY
SETTI NG THE AWARD FLAG TO N.

STEP 15. RVE2: CHANGE, ENTER MANUAL AWARDS. SET AWARD
FLAY=Y FOR PARTI AL AWARD. FOR MJLTI PLE AWARD, SEE STEP
16.

STEP 16. RLI2: CHANGE, SET SC=243.

STEP 17. RVE2: CHANGE, SET AWARD FLAGS TO Y FOR EACH
MULTI PLE AWARDED VENDOR

STEP 18. SDOC. CHANGE, SET SC=380 FOR PARTI AL AWARD.
STEP 19. RUN NI GHTLY CYCLE.
STEP 20. RVE2: CHANGE, SET ADDI TI ONAL AWARD FLAGS TO Y.
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STEP 21. SDOC: CHANGE, SET SC=385 FOR FI NAL AWARD.
STEP 22. RUN NI GHTLY CYCLE.

32. 7 CONTRACT PROCESS

This process involves adjusting the contract after award
and printing the contract. See Contract Process Fl ow bel ow

PROCESS FLOW DI SCUSSI ON

STEP 1. KONT: CHANGE, ADJUST ORDER AND CONTRACT BEG N AND
END DATES.
This process assunmes that the requisition, pre-
solicitation and solicitation processes have been
satisfactorily conpl et ed.

STEP 2. KON2: CHANCE, REPROCUREMENT DATE, RECCORD
PERFORMANCE BOND | NFORVATI ON.

STEP 3. KON3: CHANGE, ADJUST ESTI MATED AMOUNT AND NMAXI MUM
AMOUNT OF CONTRACT | F DESI RED

STEP 4. KACG ADD, CHANGE AND DELETE CONTRACT FUNDS, SET
SC=1 TO ACTI VATE.

STEP 5. KONT: CHANGE, SET SC=542 TO ON-LINE ENCUMBER
CONTRACT FUNDS

STEP 6. KONT: CHANGE, SET SC= 535 TO PRINT A CONTRACT
NOTI CE OF AWARD, SET SC=545 TO PRI NT CONTRACT.

32.8 ORDER PRCCESS

This process is used only if the on-line encunbrance was

set on the solicitation record. See Oder Process Flow

bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. |IF THE ENCUVMBRANCE ON-LINE | NDI CATOR WAS SET TO Y,
ORD4: CHANGE, SET SC=439.
This process assunmes that the requisition, pre-
solicitation and solicitation processes have been
successful ly conpl et ed.

STEP 2. ORD4: CHANGE, SET SC=465 TO PRINT THE ORDER ON
LINE. NOTE: This requires additional software.
Change the SC=450 to print order in batch node during
the nightly cycle. Change the SC=455 if a printed copy
of the purchase order is not needed.

STEP 3. RECElI VE PRI NTED ORDER AND DI STRI BUTE
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32.9 FAST ORDER ENTRY PROCESS ( OFST)

This process is used only for local orders that are $400 or
| ess. See Fast Order Entry Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. DETERM NE VENDOR NUMBER, COWODI TY CCODES AND PRI CES
TO BE USED.

STEP 2. OFST: ADD, ENTER VENDOR NUMBER COWCODI TY CODES,
PRI CES AND OTHER REQUI RED | NFORIVATI ON.

STEP 3. OFST: CHANGE, CORRECT DATA.

32.10 DI RECT ORDER ENTRY PROCESS

This process is used for orders to be entered directly into
the order database. There normally wll not be a
requi sition associated with these type orders. See D rect
Order Entry Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. DETERM NE VENDOR NUMBER, COWODI TY CCODES AND PRI CES
TO BE USED.

STEP 2. ORD4: ADD, ENTER HEADER | NFORMATI ON.
STEP 3. ORD4: CHANGE, SET SC=405.

STEP 4. QLI4: ADD, ENTER COWODI TY CODE, QUANTITY, UOM
UNIT PRI CE, BRAND NAME, MODEL. REPEAT FOR ALL LI NES.

STEP 5. OACG ADD, ENTER ACCOUNTI NG DI STRI BUTI ONS (LI NES)
FOR THE ORDER. REPEAT FOR ALL ACCOUNTI NG LI NES.

STEP 6. OACG CHANCE, SET SC=1. REPEAT FOR ALL ACCOUNTI NG
LI NES.

STEP 7. OBID: CHANGE, ENTER VENDOR NUMBER, DI SCOUNT TERNVS,
DELI VERY TERM5, AND UNIT PRICE FOR SECOND AND THI RD
Bl DDERS. COWMPLETE | NFORMATI ON FOR EACH LI NE.

STEP 8. ONTE: GET, ORDER NUMBER, CHANGE, ENTER NOTES.

STEP 9. ORD4: CHANGE, SET SC=439 TO ENCUMBER FUNDS IN
STARS.
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STEP 10. ORD4: CHANGE, SET SC=450 TO PRI NT THE ORDER OVER
NI GHT. SET SC=465 TO PRI NT ORDER ON- LI NE. SET SC=455
| F A PRINTED COPY OF THE ORDER | S NOT NEEDED.

STEP 11. RECEI VE AND DI STRI BUTE ORDER.

32.11 CONTRACT RELEASE ORDER ENTRY PROCESS

This process is used only for entering contract release
orders directly into the order database. See Contract
Rel ease Order Entry Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. DETERM NE CONTRACT, CONTRACT LINE NUMBERS AND
COMMCDI TY CODES TO BE USED.

STEP 2. ORD4: ADD, ENTER HEADER | NFORVATI ON. | NCLUDE
CONTRACT NUMBER.

STEP 3. ORD4: CHANGE, SET SC=405.

STEP 4. (OLI3: ADD, ENTER COVMODI TY CODE, QUANTITY, UOM AND
LI NE NUMBER. REPEAT FOR ALL LI NES.

STEP 5. OLI3: CHANGE, SET SC=405. REPEAT FOR ALL LI NES.

STEP 6. OACG ADD, ENTER ACCOUNTI NG DI STRI BUTI ONS (LI NES)
FOR THE ORDER. REPEAT FOR ALL ACCOUNTI NG LI NES.

STEP 7. OACG CHANCE, SET SC=1. REPEAT FOR ALL ACCOUNTI NG
LI NES.

STEP 8. ORD4: CHANGE, SET SC=439 TO ENCUMBER FUNDS | N STARS
OR THE ENCUMBERED CONTRACT.

STEP 9. ORD4: CHANGE, SET SC=450 TO PRINT THE CRO OVER
NI GHT. SET SC=465 TO PRI NT CRO ON-LINE. SET SC=455 | F
A PRINTED COPY OF THE ORDER |I'S NOT NEEDED.

STEP 10. RECEI VE AND DI STRI BUTE ORDER.

32.11. 1 OFCR ENTRY PROCESS

STEP 1. DETERM NE CONTRACT, CONTRACT LINE NUMBERS AND
COMMCDI TY CODES TO BE USED.

STEP 2. OFCR ADD, (TOP SECTION) ENTER AGENCY | NFORMATI ON,
CONTRACT NUMBER, AND OIHER REQUI RED | NFORMATI ON.
(M DDLE SECTION) KEY COWODI TY CODE, UOM AND UNIT
PRI CE (BOTTOM SECTI ON) KEY ACCOUNTI NG | NFORVATI ON.
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STEP 3. (OPTIONAL) CHANGE, REPEAT AS NEEDED FOR ADDI TI ONAL
ORDER OR ACCOUNTI NG LI NES OR TO CORRECT DATA.

STEP 4. CHANGE, SET SC=439 TO ENCUMBER FUNDS | N STARS.

STEP 5. CHANGE, SET SC=450 TO PRINT THE CRO OVER NI GHT. SET
SC=465 TO PRI NT CRO ON- LI NE

32.12 CONTRACT CHANGE PROCESS

This process involves changing sone part of a contract

whether it is a termand condition, delivery location, unit

price, etc. See Contract Change Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. KCHG ADD, ENTER CONTRACT CHANGE HEADER.
There nmust be a contract record in TOPS before a
contract change can be created. NOTE: ONLY CENTRAL
PURCHASI NG CAN | SSUE A CONTRACT CHANGE

STEP 2. KCTX: CET, TO RETRIEVE TEXT. CHANGE, TO ENTER
CONTRACT CHANGE TEXT.

STEP 3. KCHG CHANGE, SET SC=550 TO PRI NT DRAFT CONTRACT
CHANGE
Revi ew draft and make any corrections.

STEP 4. KCHG CHANCE, SET SC=555 TO PRI NT FINAL CONTRACT
CHANGE

STEP 5. MAIL THE CONTRACT CHANGE.
32.12.1 VENDOR NUMBER CHANGE ON CONTRACT

The procedure is different for Statewi de contracts versus
Agency Term contracts because funding is actually set aside
for ATC. In both cases, the contract status code nust be
changed to 502 to process a vendor number change.

For ATC, the funding nust be reduced to zero balance in
STARS. Funding is tied to the vendor nunmber in STARS. Once
this is liquidated, STEP | may be foll owed.

STEP 1. KVCH ADD. Enter the contract nunber, new vendor
nunber and the corresponding vendor nunber change
reason code fromthe VR table in BTAB.

Once the vendor nunber is changed on an ATC, the funding

shoul d be added back to the contract with a new accounting
i ne nunber.
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The KVCI screen |lists a history of all vendor nunber
changes by contract nunber.

32.13 ORDER CHANGE PROCESS

This process involves changing sone part of an order
whether it is a termand condition, delivery location, unit
price, adding itens, etc. See Oder Change Process Flow
bel ow. For the conplete cancellation of a printed order see
32.13. 1.

PROCESS FLOW DI SCUSSI ON

STEP 1. OCHG ADD, ENTER ORDER CHANGE HEADER. CHANGE, SET

SC=405.
An order nust exist before an order change can be
processed.

STEP 2. OCLN:. ADD, TO ENTER ORDER CHANGE LI NES. CHANGE, SET
SC=405.
You may change an existing order line by using the
order line nunber. If you use a |line nunber not on the
order, it will be treated as a new line to the order.

STEP 3. OCMD: GET, RETRIEVE TEXT. CHANGE, MODI FY TEXT FOR
TH S COWCDI TY CCDE.

STEP 4. OCAC. ADD, ENTER ACCOUNTI NG | NFORVATI ON. CHANGE
SET SC=1.

STEP 5. OCTX: GET, TO RETRI EVE TEXT. CHANGE, TO ENTER ORDER
CHANGE TEXT.

STEP 6. OCHG CHANGE, SET SC=439 TO ENCUMBER FUNDS | N STARS
OR THE ENCUMBERED CONTRACT.

STEP 7. OCHG CHANGE, SET SC=450 TO PRI NT THE FI NAL CHANGE
ORDER.

32.13.1 ORDER CANCELLATI ON PROCESS

Same as steps 1, 6 and 7 for 32.13, except change type =
CNO.

32.14 CONTRACT REPROCUREMENT PROCESS

This process involves the automatic re-procurenent of
statew de contracts. Agency contract utilize an abbreviated

process. See Contract Re-procurenent Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON
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STEP 1. SDO2: CHANGE, SET THE REPROCUREMENT DATE TO DESI RED
DATE ON WHI CH TO BEG N THE REPROCUREMENT PROCESS.
On the re-procurenment date TOPS wll autonmatically
gather up all contracts for a SWC Nunmber which were
generated from a common solicitation nunber. For
st at ewi de contracts, TOPS  will Create a new
requisition, solicitation, attach the two, prepare a
bid list and print a draft solicitation. For agency
contracts TOPS wll stop at the requisition phase
until the agency activates the new requisition.

STEP 2. KON3: CHANGE, THE REPROCUREMENT DATE MNAY BE
ADJUSTED USI NG THI S TRANSACTI ON.

STEP 3. | F THE REPROCUREMENT DATE IS NOT SET, TOPS WLL
AUTOVATI CALLY PRODUCE A REPORT AT | NTERVALS PRIOR TO
EXPI RATI ON.
This report will notify the user that a contract is
about to expire wthout any re-procurenment action
bei ng t aken.

STEP 4. |IF CONTRACT IS AN AGENCY CONTRACT, THE ACGENCY
APPROVALS  MJUST BE OBTAINED BEFORE THE  FINAL
SOLI CI TATI ON CAN BE SENT.

32.14.1 REQUI SI TI ON COPY FEATURE

STEP 1. INQU RE ON RCPY ON REQUI SITION YOU WSH TO COPY,
KEY CHANGE |IN THE FUNCTI ON LI NE AND PRESS ENTER TOPS
WLL DI SPLAY THE NEW REQUI SI TI ON NUMBER AT BOTTOM OF
SCREEN. COPI ES ALL SCREENS EXCEPT RNTE

32. 15 CONTRACT RENEWAL PROCESS W THOUT PRI CE CHANGES

This process involves extending the expiration of a
contract wthout any changes in prices for the itens
covered by the contract. See Contract Renewal Process
Wt hout Price Changes Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. ISSUE A CONTRACT CHANGE TO FORVALIZE THE NEW
EXPI RATI ON AND END ORDERI NG DATES W TH THE VENDOR.
There are two mmjor steps to renew a contract w thout
price increases. First, issue a contract change to the
vendor to formalize the renewal dates. Second, change
the expiration and end ordering dates with the KONT
transacti on.

STEP 2. KONT: CHANGE, SET THE END ORDERI NG DATE AND
EXPI RATI ON DATES TO THEI R NEW VALUES.
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Wen the contract change has been finalized, update
the contract end ordering period date and the contract
expiration date.

32.16 CONTRACT RENEWAL PROCESS W TH PRI CE CHANGES

This process involves extending the expiration of a
contract in addition to adjusting unit prices on the
contract. Unit prices may be adjusted by a percentage or on
an individual line basis. See Contract Renewal Process Wth
Price Changes Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. PERFORM ALL THE STEPS |IN THE CONTRACT RENEWAL
W THOUT PRI CE | NCREASE.
The contract anmendnent should include the percent
price increase or price increases for individual |ines
so the vendor can agree to the change before it
becones effective.

STEP 2. IF THE PRICE INCREASE IS AN ACROCSS THE BOARD
PERCENT | NCREASE, CONTI NUE el se GO TO STEP 7.

|F THE PRICE INCREASE IS NOTI AN ACRCSS THE BOARD PERCENT
| NCREASE OM T STEPS 3 THROUGH 6.

STEP 3. KON3: CHANGE, KEY Y NEXT TO THE OPTION PRI CE ADJ,
KEY THE PERCENT TO ADJUST.
This should be perforned one day before the price
changes are to be effective, so the nightly cycle wll
update the contract for the next day's use with the
new prices in them

STEP 4. KON3: CHANGE, KEY THE RENEWAL NOTI CE DATE TO THE
DATE YOU WANT THE NEXT RENEWAL NOTI CE TO BE PRI NTED.

STEP 5. KONT: CHANGE, SET SC=570.

STEP 6. DURING THE N GHTLY CYCLE, THE UNIT PRICES WLL BE
ADJUSTED BY THE PERCENT ENTERED ON KONS.

STEP 7. KLI2: CHANGE, FOR IND VIDUAL UNIT PRI CE CHANGES,
KEY THE NEW PRI CE ON KLI 2.
The individual price changes should be nade on the
date the price changes are effective. As soon as the
price is entered all future contract release orders
will show the new price.

STEP 8. KONT: CHANGE, KEY THE NEW END ORDERI NG AND
EXPI RATI ON DATES.
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STEP 9. KACG ADJUST KACG FOR CHANGES | N CURRENT FI SCAL
YEAR AMOUNT.

STEP 10. KONT: CHANGE, SET SC=542 TO ENCUMBER FUNDS, |F
REQUI RED.

32.17 DELEGATED PURCHASE AUTHORI TY (DPA) FROM BI D

PROCESSI NG

This process involves processing a requisition for a DPA
from bid through purchasing to the contract database. See
Del egat ed Purchase Authority From Bid Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. USING REQUISITION ENTRY PROCESS, ENTER A
REQUI SITION FOR A DPA FROM BID. SET REQ DOCUVMENT TYPE
TO P1B.

STEP 2. RACG ENTER ACCOUNTI NG LINES FOR CONTRACT
ENCUMBRANCE AS REQUI RED. MJST USE ONLY PROPORTI ONAL
DI STRI BUTI ON.

STEP 3. PROCESS THE REQUISITION THRU ALL OF THE NORVAL
APPROVALS ADDED BY TOPS.

STEP 4. WHEN PURCHASI NG RECEIVES THE REQUISITION, IT WLL
BE ASSI GNED, REVI EWED AND APPROVED.

STEP 5. RQ@S2: CHANGE, SET SC=275.

STEP 6. VWHEN THE N GHTLY CYCLE RUNS, |IT WLL CREATE A DPA
I N THE CONTRACT DATABASE.

STEP 7. KONT: CHANGE, ADJUST BEG N AND END DATES | F NEEDED.

STEP 8. KON3: CHANGE, ADJUST MAXI MUM CONTRACT VALUE OF FY
AMOUNT | F NEEDED.

STEP 9. KACG CHANGE, ADJUST LINE AMOUNT OR FROM TO LINE IF
NEEDED.

STEP 10. KONT: CHANGE, SET SC=542 TO ENCUMBER FUNDS ON- LI NE
I N STARS, | F REQUI RED.

STEP 11. KONT: CHANGE, SET SC=545 TO PRINT THE DPA FOR THE
AGENCY.

32.18 REQUI SI TIONS AGAI NST A DPA PROCESS
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This process involves issuing subsequent requisitions
agai nst an approved DPA. See Requisitions Against A DPA
Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. A VALID DPA MJUST EXI ST IN THE CONTRACT DATABASE AND
CURRENT DATE MJUST BE WTH N THE EFFECTI VE PERI OD OF
THE DPA.

STEP 2. RQ@4: DURING THE REQUI SI TI ON ENTRY PROCESS, KEY THE
DPA NUMBER | N THE PROPER FI ELD.
TOPS wll validate the DPA  nmake sure you are
authorized to wuse it and that there are funds
remai ni ng that can be used.

STEP 3. ALL OTHER ASPECTS OF REQUI SI TI ON PROCESSI NG RENVAI N
UNCHANGED.

32.19 RECEI VI NG PROCESS
This process is used to record receipts for goods and
services that have been received. See Receiving Process

FI ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. MJUST HAVE CREATED ORDER AND HAVE ORDER PRI NTED OR
PROCESSED THE ORDER OVERNI GHT TO CREATE OQTY AND OAMI
RECORDS.

STEP 2. RECEI VE GOODS AND PREPARE RECEI VI NG REPORT. FORWARD
RECEI VI NG REPORT TO THE PURCHASE OR BUSI NESS OFFI CE

STEP 3. OREC. ADD, ENTER RECEI VI NG DATA. SET P/ F FLAG
STEP 4. OREC. CHANGE, SET SC=620 TO BUI LD RECEI VI NG LI NES.

STEP 5. ORLN: CHANGE, RECORD THE RECEI VED QUANTI TI ES ON THE
| NDI VI DUAL LI NES. SET SPECI AL CONDI TI ON CODES.
Enter quantity received by line. Enter partial/final
flag. Enter special condition codes. May receive up to
10% over the ordered quantity.

STEP 6. OREC. CHANGE, SET SC=625 TO DELETE LINES FOR WH CH
NO QUANTI TI ES WERE RECORDED.

STEP 7. OREC. CHANGE, SET SC=630 TO DELETE LINES FOR WH CH
NO QUANTI TIES WERE RECORDED AND AUTOVATI CALLY BUI LD
ORDER I NVO CE HEADER (O NV) AND INVO CE LINES (O LN
WTH INVOCED QUANTITIES EQUAL TO THE QUANTITIES
RECEI VED.
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| nvoi ce processing wll be conpleted when invoice
processor records the vendor invoice nunber and
i nvoi ce date on O NV screen and changes status code to
625.

STEP 8 OQIY/OQr2: | NQU RE, TO SEE THE CURRENT BALANCES FOR
EACH ORDER LI NE.

32.20 | NVA CI NG PROCESS

This process is used to record invoices for goods and

services that have been received. See I|nvoicing Processing

FI ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. MJST HAVE CREATED ORDER AND HAVE PROCESSED THE
ORDER TO CREATE OQI'Y AND CAMI RECORDS.

STEP 2. RECElI VE THE | NvO CE FROM THE VENDOR.
STEP 3. PERFORM A PRE-AUDI T OF THE | NvVO CE.

STEP 4. CHECK OQTY FOR QUANTI TI ES ORDERED AND RECEI VED
NOTE: |F O NV WAS CREATED BY OREC AT STATUS CODE 630, SKIP
TO STEP 8.

STEP 5. O NV: ADD, ENTER | NVO CE DATA. SET P/ F FLAG
NOTE: |F O NV WAS CREATED BY OREC AT STATUS CODE 630, SKIP
TO STEP 8.

STEP 6. O NV: CHANGE, SET SC=620 TO BU LD | NVO CE LI NES.

STEP 7. O LN CHANGE, RECORD THE | NVO CED QUANTI TI ES ON THE
| NDI VI DUAL LI NES. SET SPECI AL CONDI TI ON CODES.
Enter quantity invoiced by lines. Enter partial/final
flag. Enter special condition codes. May invoice up to
10% over the ordered quantity.

STEP 8. A NV: CHANGE, SET SC=625 TO DELETE LINES FOR WH CH
NO QUANTI TI ES WERE | NvO CED.

STEP 9. QOQrY/OQr2: |NQU RE, TO SEE THE CURRENT BALANCES FOR
EACH ORDER LI NE.

32.21 PAYMENT W TH | NVO CE PROCESS

This process is used to approve paynent of invoices. See

Payment Wth Invoice Process Fl ow bel ow.
PROCESS FLOW DI SCUSSI ON
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STEP 1. MJST HAVE CREATED ORDER AND HAVE PROCESSED THE
ORDER TO CREATE OQI'Y AND QAMI' RECORDS.

STEP 2. RECEI VE GOODS AND RECORD RECEI PTS.

STEP 3. RECEI VE | NVO CE AND RECORD | NVO CE.

STEP 4. OPAY: CHANGE, ENTER HEADER | NFORVATION.  SET
APPROVAL | NDICATOR ON ALL LINES OR ON | NDI VI DUAL
LI NES.

STEP 5. RUN N GHTLY CYCLE. BOL5X WLL CREATE PAYMENT
RECORDS FOR PROCESSI NG | N STARS AND CREATE OPAD.

32.22 PAYMENT W THOUT | NVO CE PROCESS

This process is used to approve paynent w thout an invoice

being recorded. See Paynent Wthout Invoice Process Flow

bel ow.

( Not e: While this process is a part of TOPS, it is not

active at this time because F&A Accounts requires a valid

invoice fromthe vendor before they will issue paynent.)

PROCESS FLOW DI SCUSSI ON

STEP 1. MJST HAVE CREATED ORDER AND HAVE PROCESSED THE
ORDER TO CREATE OQI'Y AND OAMI' RECORDS.

STEP 2. OPAY: ADD, ENTER HEADER | NFORMATI ON. OPAY WLL
CREATE PAPV APPROVAL RECORDS.

STEP 3. PAPV: CHANGE, APPROVE THE APPROVAL RECORDS FOR
PAYI NG W THOUT AN | NvO CE.

STEP 4. OPAY: CHANGE, SET APPROVAL | NDI CATOR FOR ALL LI NES
OR ON | NDI VI DUAL LI NES.

STEP 5. RUN N GHTLY CYCLE. BOL5X WLL CREATE PAYMENT
RECORDS FOR PROCESSI NG | N STARS AND CREATE OPAD.

32.23 FI XED ASSET ENTRY PROCESS ( OFI X)

This process is used to record required property

information for fixed asset and sensitive item purchases.

This process interfaces with POST.

STEP 1 OFI X |INQUI RE ORDER NUMBER, CHANGE, ENTER STATE TAG

NUMBER, MANUFACTURER S SERIAL NUMBER, AND ALL OTHER
NECESSARY DETAI LS.
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STEP 2. OFl 2:  CHANGE, ENTER REQU RED | NFORVATION, IF
APPLI CABLE TYPE “Y” | N DUPLI CATE FI ELD.

STEP 3. OFI X2 CHANGE, SET SC=4
STEP 4. REPEAT AS NECESSARY FOR EACH PROPERTY | TEM

32.24 ACCOUNTI NG PRE- ENCUVMBRANCE PROCESS

This process is used to enter and process pre-encunbrances
during the requisition phase. See  Accounting Pr e-
Encunbrance Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. RACG ADD, ACCOUNTI NG DI STRI BUTI ON TO REQUI SI TI ON.
STEP 2. RACG CHANCE, SET SC-=1.

STEP 3. RQ@4: CHANGE, SET SC=150 TO MASTER FILE POST AND
SEND REQUI SI TI ON TO PURCHASI NG
If the funds are for contract encunbrance, they wll
not be pre-encunbered in STARS.

32. 25 ACCOUNTI NG PRE- ENCUMBRANCE CHANGE PROCESS

This process is wused to enter and process changes
(1 ncreases, decr eases or cancel | ati ons) to pre-
encunbrances during the requisition phase. See Accounting
Pre- encunbrance Change Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. RACG ADD, ACCOUNTI NG DI STRI BUTI ON TO REQUI SI TI ON.
ADD CHANGE NUMBER TO THE RACG RECORD.

STEP 2. RACG CHANGE, SET SC=1.

STEP 3. RQ@4: CHANGE, SET TO SC=150 TO MASTER FILE POST AND
SEND THE REQUI SI TI ON BACK TO PURCHASI NG.
If the funds are for contract encunbrance, they wll
not be pre-encunbered in STARS.

32.26 ORDER ACCOUNTI NG ENCUMBRANCE ( BATCH) PROCESS

This process is wused to set wup and process order

encunbrances in the batch node. See Accounting Encunbrance
(Batch) Process Fl ow bel ow.
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( Not e: While this process is a part of TOPS, it is not
active at this tinme because it conflicts with the STARS
batch process. TOPS uses on-line encunbrance only.)

PROCESS FLOW DI SCUSSI ON

STEP 1. BObY: BATCH PROGRAM CREATES THE NECESSARY QACG
RECORDS AND BATCH PROGRAMS BR7X/Y SEND AND RECEI VE THE
| NFO TO' FROM STARS.

32.27 ORDER ACCOUNTI NG ENCUVBRANCE ( ON- LI NE) PROCESS

This process is used to enter and process encunbrances
during the order phase. See Accounting Encunbrance (On-
Li ne) Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. QACG ADD, ACCOUNTI NG DI STRI BUTI ON TO ORDER.

STEP 2. QACG CHANGE, SET SC=1.

STEP 3. ORD4: CHANGE, SET SC=439 TO MASTER FI LE POST. | F
THE TRANSACTION IS SUCCESSFUL, THE STATUS CODE W LL
CHANGE TO 444 AUTOVATI CALLY.

If funds are for an agency contract encunbrance, funds
wi |l be posted against the contract ordered anount.

32.28 ORDER ACCOUNTI NG ENCUVMBRANCE CHANGE PROCESS

This process is wused to enter and process encunbrance

changes during the order phase. See Accounting Encunbrance

Change Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. OCHG ADD, ENTER THE ORDER CHANGE.
STEP 2. OCHG CHANGE, SET SC=405.

STEP 3. OCAC. ADD, THE CHANGE ACCOUNTI NG DI STRI BUTI ON (I NC,
DEC, OR CANCEL) .

STEP 4. OCAC. CHANCE, SET SC-=1.
STEP 5. OCHG CHANGE, SET SC=439 TO MASTER FI LE POST.

If funds are for an agency contract encunbrance, funds
wi |l be posted against the contract ordered anount.
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32.29 CONTRACT ACCOUNTI NG ENCUMBRANCE ( ON- LI NE) PROCESS
This process is used to enter and process encunbrances
during the contract phase. See Accounting Encunbrance (On-
Li ne) Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. KACG ADD, ACCOUNTI NG DI STRI BUTI ON TO CONTRACT.
STEP 2. KACG CHANCE, SET SC=1.
STEP 3. KONT: CHANGE, SET SC=542 TO MASTER FI LE POST.

32.30 CONTRACT ACCOUNTI NG ENCUVMBRANCE CHANGE PROCESS

This process is wused to enter and process encunbrance
changes during the contract phase. See  Accounting
Encunbrance Change Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. KACG ADD, THE CHANGE ACCOUNTI NG DI STRI BUTI ON W TH
ACTI ON CODE = | - | NCREASE.

STEP 2. KACG CHANCE, SET SC=1.
STEP 3. KONT: CHANGE, SET SC=542 TO MASTER FI LE POST.

STEP 4. KACG ADD, THE CHANGE ACCOUNTI NG DI STRI BUTI ON W TH
ACTI ON CODE = R - REDUCE.

STEP 5. KACG CHANCE, SET SC=1.
STEP 6. KONT: CHANGE, SET SC=542 TO MASTER FI LE POST.
STEP 7. KONT: CHANGE, SET SC=596-599 TO CANCEL ENCUVBRANCE.

32.31 ACCOUNTI NG PAYMENT RECORDS

This process is used to enter and approve paynments. See
Accounting Paynment Approval Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. OPAY: CHANGE, APPROVE PAYMENT OF THE | NVO CE.
STEP 2. BO15X: BATCH PROGRAM EXTRACTS THE APPROVED PAYMENT

RECORDS AND BUI LDS THE ACCOUNTI NG PAYMENT TRANSACTI ON
FOR STARS.
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For paynents agai nst contract encunbr ance, t he
contract nunber will appear in the reference docunent
nunber .

32.32 APPROVAL PROCESS

This process is used to enter and grant approvals for all
types of docunents at all phases of the procurenent
process. See Approval Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. PAPI: |INQU RE, APPROVAL OFFICIAL USE TO DETERM NE
| F REQUI SI TI ONS REQUI RE APPROVAL.
Approver use this transaction to inquire if there are
requi sitions requiring approval.

STEP 2. PAPV: CHANGE, APPROVAL OFFICIAL APPROVE THE
REQUI SI TI ON.
Appr over use this transaction to approve the
requisition.

32.33 VENDOR PRE- REA STRATI ON PROCESS
Thi s process i nvol ves recordi ng and managi ng t he
application for registration from the vendor. See Vendor

Pre- Regi stration Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. VRGE: INQU RE, BY VENDOR NAME TO DETERM NE THE
STATUS OF THE REG STRATI ON PROCESS FOR A VENDOR.

STEP 2. VREG ADD, ENTER VENDOR | NFORMATI ON. PROVIDE THE
REG STRATI ON PACKET TO THE VENDOR
As a mnimum you nust enter the vendor's nunber (FEIN
or SSN), the vendor's official name and one address
for the nunber.

STEP 3. REVIEW THE REG STRATION FORM WHEN |IT IS RETURNED.
MARK ERRCORS AND RETURN THE FORM TO THE VENDOR.

STEP 4. VREG CHANGE, KEY THE DATE THE FORM WAS RECEIl VED
AND THE DATE THE FORM WAS RETURNED TO THE VENDOR.

STEP 5. WHEN THE FORM IS RETURNED |IN GOCD ORDER, GO TO THE
VENDOR REGQ STRATI ON PROCESS.

32.34 VENDOR REQ STRATI ON PROCESS
This process involves adding the vendor to the STARS

database and to TOPS Vendor database. Additionally, it
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i nvol ves adding addresses and comodity class/sub-classes
that the vendor w shes to supply to the State. See Vendor
Regi strati on Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. RECEIVE A CORRECT VENDCOR REG STRATI ON FORM FOR THE
VENDOR.

STEP 2. ENTER THE VENDOR | NTO STARS.
Research STARS to deternmine if the vendor is already
registered in STARS. If not add the vendor and the
address to STARS.

STEP 3. VEND: ADD, ENTER THE VENDOR | NFORMATI ON.

STEP 4. VEN2: CHANGE, KEY ADDI TI ONAL VENDOR | NFORMATI ON.

STEP 5. VADR: ADD, ENTER THE ADDRESS CODES USED I N STARS AS
THE TOPS ADDRESSES.
At | east one STARS address code nust be entered for
the Type 1 Address which is the general address. O her
STARS address codes may be entered for the Type 2:
Solicitation Address, Type 3: Oder Address, Type 4:
Correspondence Address and Type 5: Remttance Address.

STEP 6. VEND: CHANGE, SET SC=1 TO ACTI VATE THE VENDOR.

STEP 7. CSVA: ADD, KEY CLASS/ SUB-CLASS THE VENDOR DESI RES
TO SUPPLY AND THE GEOGRAPHI C AREAS THE VENDOR W SHES
TO BID IN.
CSV2 may be used in lieu of CSVA but CSV2 processes
only one class/sub-class at a tinme. Then you nust use
CGEO to add t he geographi c bidding regions.

32.35 COWODI TY PROCESS
This process involves adding commopdity codes to the
commodity database and updating the commodity description.

See Comodity Process Fl ow bel ow.

PROCESS FLOW DI SCUSSI ON

STEP 1. A REQUEST IS RECEIVED TO ADD A COWODI TY TO THE
COMODI TY DATABASE. THIS REQUEST WLL NORVALLY BE
VERBAL REQUEST. .

STEP 2. I NQUI RE, SEARCH THE COVMODI TY DATABASE TO DETERM NE
| F THE COWODI TY EXI STS.

CDES, CKW, CTYP, COWM are all transactions which

could be wused to search the comvpdity database to
determine if the requested comobdity exists on the
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commodity database. If the comodity exists, provide
t he nunmber to the user.

STEP 3. COV2: ADD, KEY THE BASI C CHARACTERI STI CS OF THE NEW
| TEM

STEP 4. CSPC. CGET AND CHANGE, KEY THE DESCRI PTI ON PROVI DED
OR USE THE COPY FUNCTION OF CSPC TO COPY A SIMLAR
DESCRI PTI ON.

Once the simlar description is copied, use CSPC CSP2
to nodify that description to match the requested
commodi ty description.

STEP 5. COWR: CHANGE, SET SC=1 TO ACTI VATE THE COWODI TY.
THE COVMODI TY |'S NOW READY FOR USE.

STEP 6. CUOM ADD, OPTIONAL, YOU MAY ADD UNITS OF MEASURE
TO THI S COMMCDI TY.
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SECTION 33

ARCHIVE PROCESS

33.1 | NTRODUCTI ON

The Archive Process will physically remove requisitions, solicitations, orders, contracts, commodities,
vendors, agencies, text and basic approval records from the databases and write them to an archive file for
future reference. In performing this process, space occupied by these recordsis released for re-use by new
records thereby reducing the amount of disk space required to operate and maintain the system. Records
from the databases listed above may be archived collectively or individually. Parameters for archive are:
records may be archived that are two years old or greater; as of a specific cutoff date; or if a cutoff dateis
specified, by specific document types within afile.

33. 2 PROGRAMS

There are four batch archive programs for the interactive databases and five batch archive programs for the
reference databases. The four purge programs for the interactive databases are:

BR6X EXTRACT/PURGE REQUISITIONS FOR ARCHIVE
BS8X EXTRACT/PURGE SOLICITATIONS FOR ARCHIVE
BO2X EXTRACT/PURGE ORDERS FOR ARCHIVE

BK1X EXTRACT/PURGE CONTRACTS FOR ARCHIVE

Thefive purge programs for the reference databases are:

BC8X EXTRACT/PURGE COMMODITIES FOR ARCHIVE
BV12P EXTRACT/PURGE VENDORS FOR ARCHIVE

BA4P EXTRACT/PURGE AGENCIES FOR ARCHIVE

BT1P EXTRACT/PURGE TEXT FOR ARCHIVE

BB5X EXTRACT/PURGE BASIC APPROVALS FOR ARCHIVE
33.3 ORDER OF PROCESSI NG

Due to edits performed within the archive programs, the interactive database purge programs should be
setup to run in the following order:

1) BO2X
2) BK1X
3) BR6X

4) BSBX
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The reference database purge programs can be run in any order at any time to remove unwanted records
from their respective databases. However, due to edits within the programs, the reference database
programs work most effectively if run after the interactive database purge programs have run successfully
and if they arerunin the following order:

1) BB5X
2) BV12P
3) BC8X
4) BT1P

5) BA4P

33.4 PROCESSI NG DETAI L

The following paragraphs describe, in user terms, the processes/edits performed by each of the archive
programs.

33.4.1 BO2X EXTRACT/ PURGE ORDERS FOR ARCHI VE

Thisisthe archive program for order records within the Order Database and all related records. In addition,
if the order resulted from arequisition, all other ordersrelated to that requisition must also meet the criteria
for archiving or that order can not be archived.

33.4.1.1 CUTOFF DATE PARAMETER ( ORDERS)

The cutoff date parameter is determined by one of two methods. It is either computed or specifically stated.
If it is not specifically stated when BO2X is processed, the cutoff date is computed by taking the current
Fiscal Y ear and subtracting two years, then converting the product to a calendar year. Thisisthen joined
with the BINS Table Fiscal Y ear End Day and Month and becomes the "cutoff date" for record selection.
Otherwise, the specific date stated in the system parameter for BO2X will be used as the cutoff date. The
cutoff dateisthen used to initially select order records as potential archive candidates. If a specific cutoff
dateisto be used, the Systems Administrator must provide the date to the person submitting the job so it
can beincluded in the PARM Card.

33.4.1.2 STATUS CODE ( ORDERS)

In addition to the "cutoff date", orders must be at status code 480, 490 or 496-499. If the order is at status
code 480, 490 or 499 and the order award date is less than or equal the "cutoff date™' or the order is at status
496-499 and the order creation date is less than or equal the "cutoff date", the order is"flagged" for
archiving.

33.4.1.3 DOCUMENT TYPE ( ORDERS)

If avalid cutoff dateis specified, up to five order transaction document types may beidentified for specific
archiving of records. If thistype of processing is desired, the Systems Administrator must identify the
"specific" three character document typesto be archived. IF A SPECIFIC CUTOFF DATE ISNOT
USED, THIS PROCESS CANNOT BE USED.
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33.4.1.4 RELATED RECORDS ( ORDERS)

When an order has been identified for archiving all related records will also be archived and removed from
the order and history databases. The related records are as follows.

ORDR OACG ONTE OLIN OMOD OCHG OCAC OCTX OCLN OCMD OREC ORLN OINV OVTX
OPAY OPAD OAMT OQTY PAPV HIST HDET

33.4.2 BK1IX  EXTRACT/ PURGE CONTRACTS FOR ARCHI VE

Thisisthe archive program for contract records within the Contract Database and all related records. A
contract may be archived only when there are no contract release order records remaining in the system for
that contract and the contract expiration date is|ess than or equal to the "cutoff date". Additionally, if the
contract is at status code 596-599, is without orders and the expiration date isless than or equal the " cutoff
date", it also may be purged. In addition, if the contract resulted from arequisition, all other contracts
related to that requisition must also meet the criteriafor archiving or that contract can not be archived.

33.4.2.1 CUTCFF DATE PARAMETER ( CONTRACTS)

The cutoff date parameter is determined by one of two methods. It is either computed or specifically stated.
If it is not specifically stated when BK1X is processed, the cutoff date is computed by taking the current
Fiscal Y ear and subtracting two years, then converting the product to a calendar year. Thisisthen joined
with the BINS Table Fiscal Year End Day and Month and becomes the "cutoff date" for record selection.
Otherwise, the specific date stated in the system parameter for BK1X will be used as the cutoff date. The
cutoff date isthen used to initially select contract records as potential archive candidates. If a specific
cutoff date isto be used, the Systems Administrator must provide the date to the person submitting the job
so it can beincluded in the PARM Card.

33.4.2.2 CONTRACT EXPI RATI ON DATE ( CONTRACT END DATE)

If no active contract release order records are found for a contract and it has been flagged as a potential
archive record; then the revised contract end date (if present) or the scheduled contract end date is used to
determineif the contract record may be archived. If the contract end date isless than or equal the "cutoff
date", the contract will be archived.

33.4.2.3 DOCUMENT TYPE (CONTRACTS)

If avalid cutoff date is specified, up to five contract transaction document types may be identified for
specific archiving of records. If thistype of processing is desired, the Systems Administrator must identify
the "specific" three character document typesto be archived. IF A SPECIFIC CUTOFF DATE ISNOT
USED, THIS PROCESS CANNOT BE USED.

33.4.2.4 RELATED RECORDS ( CONTRACTYS)

When a contract has been identified for archiving all related records will aso be archived and removed
from the contract and history databases. The related records are asfollows:

KONT KNTE KNOA KVTX KLIN KMOD KCHG KCTX PAPV HIST HDET
33.4.3 BR6X EXTRACT/ PURGE REQUI SI TI ONS FOR ARCHI VE

Thisisthe archive program for requisition records within the Requisition Database and all related records.
A requisition may be archived only when there are no order or contract records remaining in the system for
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that requisition and the requisition fiscal year or status change date is less than or equal the "cutoff date". In
addition, if therequisition is attached to a solicitation to which other requisitions are also attached, then the
other requisitions related to that solicitation must also meet the criteriafor archiving else that requisition
cannot be archived.

33.4.3.1 CUTOFF DATE PARAMETER (REQUI SI TI ONS)

The cutoff date parameter is determined by one of two methods. It is either computed or specifically stated.
If itisnot specifically stated when BR6X is processed, the cutoff date is computed by taking the current
Fiscal Y ear and subtracting two years, then converting the product to a calendar year. Thisisthen joined
with the BINS Table Fiscal Year End Day and Month and becomes the "cutoff date" for record selection.
Otherwise, the specific date stated in the system parameter for BR6X will be used as the cutoff date. The
cutoff date isthen used to initially select requisition records as potential archive candidates. If a specific
cutoff date isto be used, the Systems Administrator must provide the date to the person submitting the job
so it can beincluded in the PARM Card.

33.4.3.2 FISCAL YEAR OR STATUS CHANGE DATE (REQUI SI Tl ONS)

If the system parameter document types, up to five allowed, are spaces, the requisition fiscal year must be
less than or equal the "cutoff date” fiscal year for archiving. If at least one of the system parameter
document typesis greater than spaces, the requisition Status Change Date must be less than or equal the
"cutoff date" for archiving.

33.4.3.3 DOCUMENT TYPE (REQUI SITI ONS)

If avalid cutoff dateis specified, up to five requisition transaction document types may beidentified for
specific archiving of records. If thistype of processing is desired, the Systems Administrator must identify
the "specific" three character document typesto be archived. IF A SPECIFIC CUTOFF DATE ISNOT
USED, THIS PROCESS CANNOT BE USED.

33.4.3.4 RELATED RECORDS (REQUI SITI ONS)

When arequisition has been identified for archiving, all related records will also be archived and removed
from the requisition and history databases. The related records are as follows:

RQSN RACG RNTE RLIN RLTX RMOD SRON PAPV HIST HDET

33.4.4 BS8X  EXTRACT/ PURGE SOLI Cl TATI ONS FOR ARCHI VE

Thisisthe archive program for solicitation records within the Solicitation Database and all related records.
A solicitation may be archived only when there are no requisition records (SRQN) remaining in the system
for that solicitation and the solicitation Set Up Dateis less than or equal to the "cutoff date".

33.4.4.1 CUTCFF DATE PARAMETER ( SOLI CI TATI ONS)

The cutoff date parameter is determined by one of two methods. It is either computed or specifically stated.
If it is not specifically stated when BS8X is processed, the cutoff date is computed by taking the current
Fiscal Y ear and subtracting two years, then converting the product to a calendar year. Thisisthen joined
with the BINS Table Fiscal Year End Day and Month and becomes the "cutoff date” for record selection.
Otherwise, the specific date stated in the system parameter for BS8X will be used as the cutoff date. The
cutoff dateisthen used toinitially select solicitation records as potential archive candidates. If a specific
cutoff date isto be used, the Systems Administrator must provide the date to the person submitting the job
so it can beincluded in the PARM Card.

33.4.4.2 DOCUMENT TYPE (SOLI Cl TATI ONS)

34- 49



TOPS USER MANUAL REVI SED 05/ 01
SECTI ON 34: UN- AWARD/ RE- AWARD AND RE- BI D PROCESS

If avalid cutoff dateis specified, up to five solicitation transaction document types may be identified for
specific archiving of records. If thistype of processing is desired, the Systems Administrator must identify
the "specific" three character document types to be archived. IF A SPECIFIC CUTOFF DATE ISNOT
USED, THIS PROCESS CANNOT BE USED.

33.4.4.3 RELATED RECORDS ( SCLI CI TATI ONS)

When a solicitation has been identified for archiving all related records will also be archived and removed
from the solicitation and history databases. The related records are as follows:

SDOC SNTE STXT STXL SVEN SVTX RVEN RVTX SAMD SATX PAPV SPCM SPRF HIST HDET

33.4.5 BB5X EXTRACT/ PURGE BASI C APPROVALS FOR ARCHI VE

Thisisthe archive program for basic approval records (BAPV'S). BB5X will archive BAPV records whose
status code is 9 and whose status change date is less than the " cutoff date" and no PAPV records exist for
that BAPV record.

33.4.5.1 CUTOFF DATE PARAMETER ( APPROVALYS)

The cutoff date parameter is determined by one of two methods. It is either computed or specifically stated.
If it is not specifically stated when BB5X is processed, the cutoff date is computed by taking the current
Fiscal Y ear and subtracting two years, then converting the product to a calendar year. Thisisthen joined
with the BINS Table Fiscal Year End Day and Month and becomes the "cutoff date" for record selection.
Otherwise, the specific date stated in the system parameter for BB5X will be used as the cutoff date. The
cutoff dateisthen used to initially select BAPV records as potential archive candidates. If a specific cutoff
date isto be used, the Systems Administrator must provide the date to the person submitting the job so it
can beincluded in the PARM Card.

33.4.6 BV12P EXTRACT/ PURGE VENDORS FOR ARCHI VE

Thisisthe archive program for vendor records. BV 12P will archive VEND records whose status code is9
and whose status change date isless than the "cutoff date" and no reguisition, solicitation, order or contract
exists which references that vendor record.

33.4.6.1 CUTOFF DATE PARAMETER ( VENDOCRS)

The cutoff date parameter is determined by one of two methods. It is either computed or specifically stated.
If it is not specifically stated when BV 12P is processed, the cutoff date is computed by taking the current
Fiscal Y ear and subtracting two years, then converting the product to a calendar year. Thisisthen joined
with the BINS Table Fiscal Year End Day and Month and becomes the "cutoff date" for record selection.
Otherwise, the specific date stated in the system parameter for BV 12P will be used as the cutoff date. The
cutoff dateisthen used to initially select vendor records as potential archive candidates. If a specific cutoff
date isto be used, the Systems Administrator must provide the date to the person submitting the job so it
can beincluded in the PARM Card.

33.4.6.2 RELATED RECORDS ( VENDORS)

When avendor record isidentified for archiving, all related records will also be archived and removed
from their respective database. Therelated records are asfollows:

VEND VADR VBID VAWD VCOM VNTE VRES CGEO CSVN
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33.4.7 BC8X  EXTRACT/ PURGE COWDDI TI ES FOR ARCHI VE

Thisisthe archive program for commodity records. BC8X will archive COMM records whose status code
is9 and whose status change date is less than the " cutoff date" and no agency, vendor, requisition,
solicitation, order or contract records exist which reference that commodity code.

33.4.7.1 CUTOFF DATE PARAMETER ( COWCDI Tl ES)

The cutoff date parameter is determined by one of two methods. It is either computed or specifically stated.
If itisnot specifically stated when BC8X is processed, the cutoff date is computed by taking the current
Fiscal Y ear and subtracting two years, then converting the product to a calendar year. Thisisthen joined
with the BINS Table Fiscal Year End Day and Month and becomes the "cutoff date" for record selection.
Otherwise, the specific date stated in the system parameter for BC8X will be used as the cutoff date. The
cutoff dateisthen used to initially select commodity records as potential archive candidates. If aspecific
cutoff date isto be used, the Systems Administrator must provide the date to the person submitting the job
so it can beincluded in the PARM Card.

33.4.7.2 RELATED RECORDS (COMMODI TI ES)

When a commodity record has been identified for archiving, all related records will also be archived and
removed from the commaodity database. The related records are as follows:

COMM CSPC CUOM CSVN CGEO CKWD CAWD CPRF CPCM

33.4.8 BT1P  EXTRACT/ PURGE TEXT FOR ARCHI VE

Thisisthe archive program for text records. BT 1P will archive text records whose status codeis 9 and
whose status change date is less than the "cutoff date" and no commaodity, solicitation or requisition records
exist which reference that text.

33.4.8.1 CUTCFF DATE PARAMETER ( TEXT)

The cutoff date parameter is determined by one of two methods. It is either computed or specifically stated.
If it is not specifically stated when BT1P is processed, the cutoff date is computed by taking the current
Fiscal Y ear and subtracting two years, then converting the product to a calendar year. Thisisthen joined
with the BINS Table Fiscal Year End Day and Month and becomes the "cutoff date” for record selection.
Otherwise, the specific date stated in the system parameter for BT1P will be used as the cutoff date. The
cutoff dateisthen used toinitially select text records as potential archive candidates. If a specific cutoff
date isto be used, the Systems Administrator must provide the date to the person submitting the job so it
can beincluded in the PARM Card.

33.4.8.2 RELATED RECORDS ( TEXT)

When atext record has been identified for archiving, all related records will also be archived and removed
from the text databases. The related records are as follows:

TEXT TXLN TCON TGRP

33.4.9 BA4P EXTRACT/ PURGE ACGENCI ES FOR ARCHI VE

Thisisthe archive program for agency records. BA4P will archive agency records whose status code is9
and whose status change date isless than the " cutoff date” and no vendor, commodity, text, requisition,
solicitation, order or contract records exist which reference that agency.
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33.4.9.1 CUTCFF DATE PARAMETER ( AGENCI ES)

The cutoff date parameter is determined by one of two methods. It is either computed or specifically stated.
If it is not specifically stated when BA4P is processed, the cutoff date is computed by taking the current
Fiscal Y ear and subtracting two years, then converting the product to a calendar year. Thisisthen joined
with the BINS Table Fiscal Year End Day and Month and becomes the "cutoff date” for record selection.
Otherwise, the specific date stated in the system parameter for BA4P will be used as the cutoff date. The
cutoff dateisthen used toinitially select agency records as potential archive candidates. If a specific cutoff
date isto be used, the Systems Administrator must provide the date to the person submitting the job so it
can beincluded in the PARM Card.

33.4.9.2 RELATED RECORDS (AGENCI ES)

When an agency has been identified for archiving, all related recordswill also be archived and removed
from the agency database. The related records are as follows:

AGCY AADRAHST ASUM ADET ABUY ANOA ASDT

33.5 ARCH VE FI LE

Within the archive file an archive record will be created for each record type, i.e., RQSN, SDOC, ORDR,
KONT, RACG, OACG, SRQN, etc., that has been archived and deleted from its associated database. Each
record will be acomplete record of the data that resided on the system for that record.

33.6 ARCH VE REPCRT

Each of the nine archive programswill create an archive report which will reflect all archived records.
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SECTI ON 34
UN- AWARDY RE- AWARD AND RE- BI D PROCESS
34.0 | NTRODUCTI ON

This section of the TOPS User Manual descri bes how to:

A. Un-award an entire order.
B. Un-award part of an order.
C. Re-award an order after it has been entirely or

partially cancell ed.

D. Anward additional lines on a solicitation after it has
al ready been final awarded.

E. Re-bid a solicitation before award.
F. Re-bid a solicitation after partial award(s).
G. Re-bid a solicitation after final award.

34.1 THE UN- AWARD/ RE- AWARD PROCESS

The un-award process uses a change order to un-award either
the entire order or selected lines. This is done in a
manner that allows the lines to be re-awarded to another
vendor. The wun-award/re-award function is divided into
t hree processes: un-award an entire purchase order, un-
award specific lines on a purchase order and re-award any
un-awarded line(s). Each of these processes is discussed in
detail bel ow.

*** NOTE: This process DOES NOT apply to contract release
orders or to orders entered directly into the order
dat abase (wi t hout a supporting requi sition). These
docunents my sinply be cancelled and another docunent
creat ed.

34.2 UN AWARDI NG AN ENTI RE ORDER CREATED FROM A
REQUI SI TI ON

The objective of this process is to un-award an entire
order. The process automatically reverses each line
quantity, un-encunbers funds on the order and prepares the
requisition to allow re-award of the items to another
vendor (s).
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34.2.1 DESCRI PTI ON AND CONDI TI ONS FOR USE

1. To un-award an entire order, the user nust establish
and process an order change record (OCHG . The change
order type will be CNX. To use this change type,
several conditions nust exist: The order award code
must be B, D, F or G A requisition nunber nust be
present on the order record, as displayed on the ORD2
screen. The order can not be received or invoiced
(i.e., there can not be any OREC or QONV records
present for the order).

2. As added protection, edits exist on OREC, ORLN, OLN
and OPAY to prohibit paynment or receiving action on
orders once they are un-awarded.

3. When the user adds an OCHG with Change Type equal CNX,
this automatically builds an approval (PAPV) record
with Approval Type UA In addition, OCHG al so
automatically builds reversal accounting records
(OCACs) to support the CNX un-award transaction. This
occurs when the user advances the OCHG Status Code
from 400 to any other code besides 496-499. One
reversing OCAC will be built for every active, basic
encunbrance record (i.e., for every OACG or OCAC
record with Change Nunber equal 00 and Status Code
equal 3). These OCAC transactions will all be built
with type action of R - Reduce.

4. No Change Line (OCLN) records are required or allowed
for a CNX type change.

5. After the user activates the OCHG (by setting its
status code to greater than 400) and the approvals
have been approved, the user then sets the OCHG st atus
code to 439. This nmaster posts the encunbrance
reductions. After successful master posting, the user
then sets the OCHG status code to 450. This w Il cause

the change order to print and wll execute the un-

award during the nightly processing. During this

nightly processing, batch program BAX4U w Il un-award

the order and reverse all the purchase history as

fol | ows:

A For each of the order's OLIN records the rel ated
RVEN and RLIN records will be updated to reflect
the un-award. The RVEN award flag will be set to

U If the related RLIN record is at status 244,
single award, the RLIN award docunment nunber,

award docunent |ine, vendor nunber and alternate
bid code will be set to spaces. In addition, the
status code of the requisition lines wll be
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changed from 244 to 105. If on the other hand,
the RLIN status code is 243, multiple award, no
changes will be nade to RLIN until the last of
the multiple awards is un-awarded. Wen this
occurs, the status code of the requisition |ine
will be changed from 243 to 105.

B. The related RQSN record's award anount wll be
offset by the OLIN record s extended anount.
Also, the related SVEN record' s nunber of |ines
awarded will be decreased by one for each line
that is un-awarded.

C. If lines were added by a change order (lines in
addition to the original order), the funds for
these lines wll be automatically renoved. |If
these lines are still desired they nust be

manual |y awarded on the order with an appropriate
change order or purchased in sone other fashion

D. The vendor award history in VEND and VAW w |l be
reversed.

E. The commodity award history in COMW and CUOM wi | |
be reversed.

F. The agency commodity award history in AHST wll
be reversed.

G The OQTY ordered quantity will be reversed.

H. The agency purchase award history in ASUM and
ADET wi || be reversed.

| . The QAMI anobunts will be reversed.
J. Nor mal history updates that process when an order
is awarded or changed will not occur.
34.3 UN AWARDI NG | NDI VI DUAL LI NES ON A PURCHASE ORDER

The objective of this process is to: un-award i ndi vi dual
line(s) on an order, un-encunber funds applicable to the
order line(s) and prepare the requisition to allow award of
the line(s) to another vendor(s) who bid on the origina
solicitation.

34.3.1 DESCRI PTI ON AND CONDI TI ONS FOR USE
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1. To un-award selected lines on an order, the user nust
establish and process an order change record (OCHG wth
a change type of CNL. This change order operates the sane
as the CNX type change described under 34.2 above wth
four mmjor exceptions. First, the user nust add change
line (OCLN) records for the items to be cancelled.
Second, reversing encunbrance records (OCAC s) are NOT
built automatically; they nust be added by the user.
Third, when the CNL change is processed, it does not
cancel the entire order; only the Iline(s) being un-
awarded. Finally, an order |ine cannot be un-awarded
(i.e., no OCLN can be added for the line) if there has
been any quantity received or invoiced against the |ine,
as reflected on the line's OQTY record.

2. When adding an OCLN |line nunber, it nust match an order
line (OLIN) on the original order. Each related OCLN
record's extended anpbunt nust equal the net of the
extended anounts for the original order line and any
related changes to that line. This un-award process wl|l
not work for new lines added to a purchase order by an
order change.

3. The CNL Type Change Order is master posted and set to
print in the same manner as for a total order un-award
(i.e., a CNX Type Change Order). Specifically, the user
master posts the Change Order by setting the OCHG status
code to 439 and then manually sets the OCHG status code
to 450 (Overnight Print). The nightly process will print
t he change order. In addition, it wll un-award the order
lines and update history as follows:

A. For each of the order change |lines OCLN records, the
related RVEN and RLIN records wll be updated to
reflect the un-award. The RVEN award flag wll be
set to U |If the related RLIN record is at status
244, single award, the RLIN awarded docunent nunber,
award docunent |ine, vendor nunber and alternate bid
code will be set to spaces. In addition, the status
code of the requisition line wll be changed from
244 to 105. On the other hand, if the RLIN status
code is 243, no changes will be made to RLIN until
the last of the multiple awards is un-awarded. Wen
this occurs, the status code of the requisition line
wi || be changed from 243 to 105.

B. The related RQSN record's award anount, as displ ayed
on the RQS2 screen, wll be offset by the CLIN
record's extended amount. Also the related SVEN
record's nunmber of lines awarded wi |l be decreased
by one for each |ine that was un-awar ded.
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C. An OCLN cannot be used to un-award lines that were
added by a change order (lines in addition to the
original order). Any such attenpt to ADD an OCLN
will nmeet with rejection and an error message. The
user rmust use the normal change order process to
cancel (not un-award) these lines. If they are still
desired, they nust be namnually awarded on a new
order with an appropriate change order or purchased
in sone other fashion

D. The vendor award history in VEND and VAW wll be
rever sed.

E. The commodity award history in COW and CUOM wi || be
reversed.

F. The agency commodity award history in AHST will be
rever sed.

G The OQTY ordered quantity will be reversed.

H. The agency purchase award history in ASUM and ADET
will be reversed.

| . The QAMI' anobunts will be reversed

J. Normal history updates that process when an order is
awar ded or changed wi Il not occur.

34.4 RE-AWARD OF A REQUI SI TI ON OR SELECTED LI NES AFTER UN-
AVARD

The objective of this process is to: re-award a |ine(s)
after it has been un-awarded under either of the un-award
processes described above. There is one mmjor restriction
that applies to the re-award process: the sane item cannot
be re-awarded to the sanme vendor. This restriction is
designed to prevent recurrence of the sane decision error
that caused incorrect award of the order in the first
pl ace.

34. 4.1 DESCRI PTI ON AND CONDI TI ONS FOR USE

1. To re-award a requisition after un-award, the user nust
follow one of two alternatives. The correct alternative
depends on whether or not the solicitation has been final

awarded (i.e., set to status code 386). If the
solicitation has not been final awarded, then the user
will follow normal award procedures by setting the RVE2

Award Flag to Y and setting the SDOC status code to 380
or 385. Oherwise, if the solicitation has been final



TOPS USER MANUAL REVI SED 5/ 01
Section 34: Un- Award/ Re- Award and Re-Bi d Process

awar ded, then the user nust first set the RQS5 Re-award
Flag from X to Y. The flag can only be set to Y if there
has been a final award against the requisition; i.e., a
“"final" order was awarded as a result of solicitation
status code 385. The effect of this RQ@5 Re-award Fl ag
being set to Y is twofold. First, it relaxes the nornm

edit on RVE2 which prevents setting the RVE2 Award Fl ag
to Y or B or S when the pre-encunbered anount 1is
exceeded. Second, when new orders are created, they wll

be established with an R (re-award) in the ORDR
conpl etion code (as displayed on the ORD2 screen).

2. After setting the RQ@5 re-award flag to Y, the user
executes the re-award just as a normal award. (This
includes setting the SDOC status <code to 370 and
processing an automatic award evaluation if the user so
desires.) The only difference that will occur in the
process is that an approval record will be automatically
built by the system if the anmount of funds for the
subsequent award exceed the original pre-encunbrance by
10% This will be a type Al approval at Stage 3; i.e
the approval nust be granted before the SDOC st atus code
can be set to 380 or 385.

3. When the system processes a re-awarded order (as
indicated by the above nentioned R in the conpletion
code) the encunbrance transaction sent to STARS will not
include a reference (requisition) nunber. The encunbrance
transaction code will be for a non pre-encunbered order.

34.5 CREATI NG A NEW AWARD ON A SOLI CI TATI ON ALREADY FI NAL
AVWARDED

34.5.1 THE PROCESS AND CONDI TI ONS FOR USE

At times it may be necessary to namke additional awards on a
solicitation which has already been final awarded (i.e.,
the solicitation status code had been processed to 386). To
do so, the buyer need only change the RVE2 Award Flag to Y
on the new line(s) to be awarded and set the SDOC status
code to partial or final award (380 or 385), respectively.
The existing RVE2 edits which prevent exceeding 110 percent

of the pre-encunbrance anount wll be automatically
bypassed and Al approval records wll be automatically
built when this bypass occurs. The award program (BQCBY)
will recognize these new awards and wll set the new
order's conpletion code to R This RwIll in turn cause an

encunbrance transaction 516 to be passed to STARS when the
order(s) is encunbered at status code 439. This entire
process for creating new awards applies to all types of
orders, regardless of their award code.
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34.6 RE-BID
34.6.1 PROCEDURE FOR RE-BI DDI NG SOLI CI TATI ONS

There are three basic conditions under which solicitations
may be re-bid. These conditions and their related processes
are described bel ow and in paragraph 34.6. 2.

1. Re-bidding when there has been no award nade on the
solicitation: To re-bid under this condition, the user
needs only to set the solicitation's status code to 305,
make any needed adj ust ment s (to t he comuodity
description, etc.) and re-issue the solicitation. The
requi sition(s) may be unattached fromthe solicitation if
necessary to make any adj ustnents.

2. Re-bidding after a partial award: A "partial award" is
defined as one where the solicitation has never been set
to status code 386. To re-bid under this condition, the
user will set the solicitation status code to 305, nake
adjustnents to the existing requisition lines as needed
(short of any change which would affect the pre-
encunbrance) and re-print and re-issue the solicitation
Adj ustnents that the user can make to the requisition
include item description, commodity code, unit  of
nmeasur e, del i very agency/ sub- agency, descriptive
literature required and sanple required. The user cannot
un-attach the requisition(s) fromthe solicitation. After
re-issuing the solicitation, the user can then record new
bids and make new awards in the usual manner. The only
difference is that all bids will have an Alternate Bid
value of Rn where n is the nunber of the current re-bid.
When maki ng awards, the normal edit on the RVE2 program
whi ch prevents exceeding the requisition anpount by 110
percent, remains in force. However, if nore funds are
needed for the award, the user may return the requisition
to the requisitioning agency for adjustnent of the pre-
encunbrance. This is done by changing the requisition's
status code on the RQ@S2 screen to 223. This sends the
requi sition back to the originator. After adjustnent, the
originator can send the requisition back to purchasing in
t he usual manner.

3. Re-bidding after a final award: A "final award" 1is
defined as one where the solicitation's status code has
been set to 386. The sanme re-bidding process applies
after final award as it does for re-bidding after partial
award, with one inportant difference. This difference is
that a final award liquidates the requisition's pre-
encunbrance. Consequently, the requisition cannot be
returned to the originator for additional funding (i.e.
the RQS2 status code cannot be set to 223). However, the
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user can still proceed with re-bidding and awards even
t hough the pre-encunbrance has been closed out. TOPS wil |
automatically bypass the closed-out pre-encunbrance by
sending a special transaction to STARS when the new
order(s) is encunbered. In addition, if the award anount
exceeds 110 percent of the pre-encunbrance, the system

will automatically build a special award approval record
(Approval Type Al). After this approval is granted, the
user will follow the normal award procedure of setting

the RVE2 Award Flag to Y and the SDOC status code to 380
or 385.

34.6.2 CGENERAL PROCESS THAT ACCOMPANY RE-BI D

Two processes occur "behind the scenes" when a user sets
the solicitation status code to re-bid (305):

1. The "Last Award Date" and "Actual Award Date" on the
solicitation (viewable on the SDO3 screen) are deleted to
get ready for the new award information.

2. The Bid Return Code of all previous bids is changed to
98. This is done to keep the previous bids separate from
the new "re-bids". These old 98 bids will not appear on
new bid tabul ations. The user should record any new bids
received from previous bidders on the RBID or RVE2
screens as described earlier.
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